Washington State Archives Local Government General Records Retention Schedule (LGGRRS)
Office of the Secretary of State Version 5.0 (December 2008)

This schedule applies to: Local Government Agencies

Scope of records retention schedule

This records retention schedule covers the public records of all local government agencies relating to functions including: air quality authorities; animal services;
assigned counsel; cemetery records; communications; conservation districts; coroners and medical examiners; electric utilities; emergency services; facility and
property management; fairs; fire and emergency medical; housing authorities; irrigation utilities; juvenile services; land use planning, permits and appeals;
library; licenses, permits, fees and taxes; noxious weed control; parks and recreation; port districts; prosecuting attorney; public works engineering; sewer and
water system documentation; social services; solid waste management; surface water drainage documentation; transit authorities; and utilities accounting.

This records retention schedule is to be used in conjunction with the other approved schedules that relate to the functions of the agency.

Disposition of public records

Public records covered by records series within this records retention schedule must be retained for the minimum retention period as specified in this schedule.
Washington State Archives strongly recommends the disposition of public records at the end of their minimum retention period for the efficient and effective
management of local resources.

Public records designated as Archival or Permanent must not be destroyed. Records designated as Potentially Archival must be appraised by the Washington
State Archives before disposition. Public records must not be destroyed if they are subject to ongoing or reasonably anticipated litigation. Such public records
must be managed in accordance with the agency’s policies and procedures for legal holds. Public records must not be destroyed if they are subject to an existing
public records request in accordance with RCW 42.56. Such public records must be managed in accordance with the agency’s policies and procedures for public
records requests.

Revocation of previously issued records retention schedules
All previous versions of the Local Government General Records Retention Schedule (LGGRRS) are revoked. Local government agencies should take measures to
ensure that the retention and disposition of public records is in accordance with current, approved records retention schedules.

Authority
This records retention schedule was approved by the Local Records Committee in accordance with RCW 40.14.070 on December 16, 2008.

Signature on File Signature on File Signature on File
For the Attorney General: Cindy Evans For the State Auditor: Mark Rapozo The State Archivist: Jerry Handfield
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REVISION HISTORY

Version Date of Approval Extent of Revision
1.0 1997 First version.
2.0 1999 General update.
3.0 2001 General update.
4.0 2002 through 2007 Individual sections revised at various times throughout this period.

Records series common to all local government agencies have been removed and placed in the new Local
Government Common Records Retention Schedule (CORE). No changes to records series titles, descriptions,
retention periods, disposition authority numbers (DANSs), or archival designations. EXCEPTION: All duplicate DANs
have been assigned new DANs.

5.0 December 16, 2008
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ITEM
NO.

11

1.2

1. AIR QUALITY

Air Quality

SERIES TITLE AND DESCRIPTION

AIR POLLUTION SOURCE HISTORY FILES
Information compiled on permanent,
temporary and portable sources of air
pollution regulated under state and
federal air pollution law, including

emissions inventory, permit, inspection,

compliance, complaint, enforcement
and remedy documentation. Also
includes Title V Sources and gas
stations.

New series - 03/05

AIR QUALITY COMPLAINT FILES
Documentation of complaints not
associated with a regulated source,

including initial report, investigation and

follow-up.

New series - 03/05

OPR
or
OFM

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Life of source plus 6
years - Potential
archival value - see
Remarks

Last activity on

complaint plus 6 years

- Potential archival
value - see Remarks

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER
Destroy when | GS65-01-01
obsolete or
superseded
Destroy when | GS65-01-02
obsolete or
superseded

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by storage of a security
microfilm backup at the State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by storage of a security
microfilm backup at the State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
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1.4

1. AIR QUALITY

SERIES TITLE AND DESCRIPTION

AIR QUALITY DATA SUMMARIES
Annual report of regional air quality
statistics, including data collected from
air monitoring sites.

New series - 03/05

AIR RESOURCES MANAGEMENT
IMPLEMENTATION PLAN

Plans mandated by the Federal Clean Air

Act for attaining compliance with
federal air pollution regulations.
Prepared by individual authorities and
compiled by the State Department of
Ecology.

New series - 03/05

OPR
or
OFM

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

6 years - Potential
archival value - see
Remarks

Until superseded or
revised plus 6 years -
Potential archival
value - see Remarks

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER
Destroy when | GS65-01-03
obsolete or
superseded
Destroy when | GS65-01-05
obsolete or
superseded

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by storage of a security
microfilm backup at the State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by storage of a security
microfilm backup at the State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
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1.6

1. AIR QUALITY

SERIES TITLE AND DESCRIPTION

AIR RESOURCES MANAGEMENT
MAINTENANCE PLAN

Plans mandated by the Federal Clean Air

Act for maintaining compliance with
federal air pollution regulations.
Prepared by individual authorities and
compiled by the State Department of
Ecology..

New series - 03/05

ASBESTOS CONTRACTORS
NOTIFICATIONS AND REPORTS
Documentation of notifications and
reports required to be filed with local
air quality authorities by individual
asbestos abatement contractors.

New series - 03/05

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY

OPR | Until superseded or
revised plus 6 years -
Potential archival
value - see Remarks

OPR | 6years

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER
Destroy when | GS65-01-06
obsolete or
superseded
Destroy when | GS65-01-07
obsolete or
superseded

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by storage of a security
microfilm backup at the State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
1.7 BURNING INCIDENT FILES OPR | 6years Destroy when | GS65-01-08 Reference WAC 173-425, WAC 173-
Documentation of investigations and obsolete or 430, and WAC 173-433
enforcement actions regarding smoke superseded
and other contaminants generated by
indoor, outdoor and agricultural
burning.
New series - 03/05
1.8 SITE MONITORING EQUIPMENT OFM | 3 years Destroy when | GS65-01-09
OPERATING AND MAINTENANCE obsolete or
DOCUMENTATION superseded

Logs and reports documenting the
maintenance and operation on
monitoring:equipment at source sites.

New series - 03/05
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1. AIR QUALITY

SERIES TITLE AND DESCRIPTION

WEATHER MONITORING REPORTS
Reports regularly compiled from
weather monitoring stations that
document the general condition of the
weather as well as conditions that may
lead to regulatory actions, such as
burning bans.

New series - 03/05

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY
OFM | 3 years - Potential

archival value - see
Remarks

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER
Destroy when | GS65-01-10
obsolete or
superseded

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by storage of a security
microfilm backup at the State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
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ITEM
NO.

2.1

2.2

2.3

2.4

2.5

Animal Services
SERIES TITLE AND DESCRIPTION

BITE REPORTS ANIMAL CONTROL

BOARD OF PHARMACY REGISTRATION
Registration required by Washington
State Board of Pharmacy to designate
an individual responsible for the
ordering, possession, safe storage, and
utilization of approved legend drugs.

New series 04/03
BOOKING CARDS ANIMAL CONTROL

CITATIONS ANIMAL CONTROL

COMPLAINTS ANIMAL CONTROL

OPR
or
OFM

OFM

OFM

OFM

OPR

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

3 years

Until issuance of new
registration

Release, placement, or
disposal, plus 1 year

6 years

3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-10B-01

GS50-10B-21

GS50-10B-02

GS50-10B-07

GS50-10B-08

REMARKS

Reference WAC 246-887-050, RCW
69.41.080, and RCW 69.50.310.

2. ANIMAL SERVICES
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2.7

2.8

2.9

2.10

2.11

SERIES TITLE AND DESCRIPTION

CONTROLLED SUBSTANCE INVENTORY
Inventory of all controlled substances in
the possession of the registrant.

New series 04/03

CONTROLLED SUBSTANCE ORDER
FORMS

An order form supplied by the Federal
Drug Enforcement Administration,
required for the ordering and
distribution of certain controlled
substances.

New series 04/03
DISPOSAL NOTICE ANIMAL CONTROL

INVESTIGATION REPORTS NOT
RESULTING IN CITATIONS - ANIMAL
CONTROL

INVESTIGATION REPORTS RESULTING IN
CITATIONS ANIMAL CONTROL

KENNEL LICENSES ANIMAL CONTROL

OPR
or
OFM

OFM

OFM

OFM

OFM

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Anniversary of
issuance of
registration plus 2
years

Receipt of order plus 2
years

2 years

3 years

6 years

Expiration plus 6 years

SECONDARY (ALL

OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-10B-18

GS50-10B-20

GS50-10B-04

GS50-10B-10

GS50-10B-09

GS50-10B-11

REMARKS

Reference 21CFR1304.04(a) and WAC
246-887-200.

Reference 21CFR1305.01 and 21CFR
1305.13.

2. ANIMAL SERVICES
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2.13

2.14

2.15

2.16

SERIES TITLE AND DESCRIPTION

LEGEND DRUG INVENTORY

Physical inventory of approved legend
drugs performed and reconciled with
the Legend Drug Log Book not less than
every six months.

New series 04/03

LEGEND DRUG LOG BOOK AND
SUPPORTING DOCUMENTS

A log book used to record the receipt,
use, and disposition, and invoices,
record books, disposition records, and
other records regarding approved
legend drugs.

New Series 04/03

LICENSE APPLICATIONS ANIMAL
CONTROL

OFFICER DAILY REPORT ANIMAL
CONTROL

PATROL AND PICKUP REQUESTS OR
CALL BOOKS ANIMAL CONTROL

OPR
or
OFM

OFM

OPR

OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

2 years after
inventory/
reconciliation
completed

Last entry in log plus 6
years

3 years

2 years

2 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-10B-22

GS50-10B-19

GS50-10B-12

GS50-10B-03

GS50-10B-13

REMARKS

Reference WAC 246-886-080.

Reference WAC 246-886-080.

2. ANIMAL SERVICES
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2.18

2.19

2.20

2.21

SERIES TITLE AND DESCRIPTION

PET LICENSES ANIMAL CONTROL

PET OWNER INDEX ANIMAL CONTROL

PLACEMENT NOTICE ANIMAL CONTROL

PREVENTATIVE HEALTH RECORD
Form used to document preventative
measures (i.e. wormer medication,
vaccinations, spay/neuter) applied to
animals in shelter prior to adoption.
Also used to document controlled
substances given to animal while at a
clinic for liability release for health
issues. Includes vaccinations given, date
of treatment, controlled substances
used, amount, etc.

RELEASE CERTIFICATE ANIMAL
CONTROL

OPR
or
OFM

OPR

OFM

OFM

OPR

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Expiration plus 6 years

Until obsolete or

superseded

2 years

Completion of
procedure plus 6 years

2 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-10B-14

GS50-10B-15

GS50-10B-05

GS50-10B-23

GS50-10B-06

REMARKS

2. ANIMAL SERVICES
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2.23

SERIES TITLE AND DESCRIPTION

STATISTICAL REPORTS ANIMAL
CONTROL

VETERINARIAN SERVICE BILLS ANIMAL
CONTROL

OPR
or
OFM

OFM

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

3 years - Potential
archival value - See
remarks

6 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-10B-16

GS50-10B-17

REMARKS

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

2. ANIMAL SERVICES
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ITEM
NO.

3.1

3.2

3.3

Assigned Counsel

OPR PRIMARY (SOURCE
SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL)

OFM RECORD COPY

DEFENDANT INTERVIEW CARDS & OFM | 3 years

SHEETS

Information provided by defendant, re:

Financial details pertinent to

determination of indigence. Personal

details concerning employment,

residence, references pertinent to

bail/personal recognizance.

INDIGENT CLIENT DEFENSE FILES — OFM | Official court of record

ADULTS

Attorney's legal documents, financial
screening, police reports, and case

work-up.

PERMANENT. (Police
reports held by law
enforcement agency)

A. CLASS 'A' FELONIES / MAJOR CASES-

CONVICTIONS - Adult murder,

manslaughter, vehicular homicide,
kidnapping, assault 1, and sex offender

cases.

INDIGENT CLIENT DEFENSE FILES—

ADULTS

Attorney's legal documents, financial
screening, police reports, and case

work-up.
B. CLASS ‘B’ FELONIES-

Official court of record
PERMANENT. (Police
reports held by law
enforcement agency)

OFM

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Public
Defender 20
years after
sentencing

Public
Defender — 10
years after
case dismissed
or acquittal

DISPOSITION
AUTHORITY
NUMBER

GS50-30-01

GS50-30-02A

GS50-30-02B

REMARKS

3. ASSIGNED
COUNSEL
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3.5

3.6

3.7

SERIES TITLE AND DESCRIPTION

INDIGENT CLIENT DEFENSE FILES —
ADULTS

Attorney’s legal documents, financial
screening, police reports, and case
work-up.

D. CASES DISMISSED AND ACQUITTALS

INDIGENT CLIENT DEFENSE FILES -
JUVENILE

Attorney's legal documents, financial
screening, police reports, and case
work-up.

B. CLASS 'B' FELONIES

INDIGENT CLIENT DEFENSE FILES —
JUVENILE

Attorney's legal documents, financial
screening, police reports, and case
work-up.

C. CLASS 'C' FELONIES AND DUI

INDIGENT CLIENT DEFENSE FILES -
JUVENILE

Attorney's legal documents, financial
screening, police reports, and case
work-up.

D. CASES DISMISSED AND ACQUITTALS

OPR
or
OFM

OFM

OFM

OFM

OFM

3. ASSIGNED
COUNSEL

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Official court of record
PERMANENT. (Police
reports held by law
enforcement agency)

Official court of record
PERMANENT. (Police
reports held by law
enforcement agency)

Official court of record
PERMANENT. (Police
reports held by law
enforcement agency)

Official court of record
PERMANENT. (Police
reports held by law
enforcement agency)

SECONDARY (ALL
OTHER) RECORD
COPIES

Public

Defender 3
years after
sentencing

Public
Defender - 10
years after
case dismissed
or acquittal

Public
Defender - 5
years after
sentencing

Public
Defender - 3
years after
sentencing

DISPOSITION
AUTHORITY
NUMBER

GS50-30-02D

GS50-30-03B

GS50-30-03C

GS50-30-03D

REMARKS
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3.9

3.10

3.11

SERIES TITLE AND DESCRIPTION

INDIGENT CLIENT DEFENSE FILES —
JUVENILE

Attorney's legal documents, financial
screening, police reports, and case
work-up.

A. CLASS 'A' FELONIES / MAJOR CASES-
CONVICTIONS - Murder, manslaughter,
vehicular homicide, kidnapping, assault
1, and sex offender cases.

INDIGENT CLIENT DEFENSE FILES —
ADULTS

Attorney's legal documents, financial
screening, police reports, and case
work-up.

C. CLASS 'C' FELONIES AND DUI

PROMISSORY NOTES PUBLIC DEFENDER
Agreements by defendants to
reimburse county for cost of appointed
counsel.

PROMISSORY NOTES CASH
TRANSMITTALS AND RECORDS PUBLIC
DEFENDER

OPR
or
OFM

OFM

OFM

OPR

OPR

3. ASSIGNED
COUNSEL

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Official court of record
PERMANENT. (Police
reports held by law
enforcement agency)

Official court of record
PERMANENT. (Police
reports held by law
enforcement agency)

Payment in full or
breach plus 6 years

6 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Public
Defender 20
years after
sentencing

Public
Defender 5
years after
sentencing

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-30-03A

GS50-30-02C

GS50-30-04

GS50-30-05

REMARKS
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4. Cemetery Records

ITEM

NO SERIES TITLE AND DESCRIPTION

41 | BURIAL PERMITS

4 | INDEXOF INTERMENTS CEMETERY
RECORDS

ESSENTIAL RECORD Needs security
microfilm backup See remarks.

4.3 RECORDS OF BURIAL OR INTERMENT
CEMETERY RECORDS

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY

OFM | Health District or
Department retains
primary copy

OPR PERMANENT
Potential archival
value See remarks

OPR | 6years Potential
archival value See
remarks

SECONDARY (ALL DISPOSITION

OTHER) RECORD AUTHORITY
COPIES NUMBER

Destroy when | GS50-35-01

obsolete or

superseded

Destroy when | GS50-35-02

obsolete or

superseded

Destroy when | GS50-35-03

obsolete or

superseded

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
Branch.

4. CEMETARY
DISTRICTS
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OPR
IL%M SERIES TITLE AND DESCRIPTION or
’ OFM

4.4 SECTION BOOKS CEMETERY RECORDS OPR

ESSENTIAL RECORD Needs security
microfilm backup See remarks.

4.5 SECTION MAPS CEMETERY RECORDS OFM
Maps indicating sold and available grave

lots and occupied grave lots.

ESSENTIAL RECORD Needs security
microfilm backup See remarks.

PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY
RECORD COPY COPIES NUMBER
PERMANENT Destroy when | GS50-35-04
Potential archival obsolete or
value See remarks superseded
PERMANENT Destroy when | GS50-35-05
Potential archival obsolete or
value See remarks superseded

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

4. CEMETARY
DISTRICTS
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5. Communications

ITEM

NO SERIES TITLE AND DESCRIPTION

51 911 CONVERSATIONS MASTER
RECORDINGS

5.2 911 ELECTRONIC PRINTOUTS

5.3 COMPUTER AUTOMATED DISPATCH
BACKUP TAPES

ESSENTIAL RECORD Backup MUST BE
stored off-site See remarks.

Series revised Changed designation from
'OPR,' and reduced primary copy retention
from 6 years - 05/03

5.4 MASTER ADDRESS STREET LOGS -
COMMUNICATIONS

5.5 NATIONAL CRIMINAL INFORMATION
CENTER LOGS COMMUNICATIONS

5.6 RADIO LOGS COMMUNICATIONS

Series revised Reduced primary copy
retention from 6 years - 05/03

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)

OFM RECORD COPY
OFM | 90 days
OPR | 6years
OFM | 3 years
OFM | 1year

OFM | 1year

OFM | 60 days

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

5.
COMMUNICATIONS

DISPOSITION
AUTHORITY
NUMBER

GS50-29-01

GS50-29-02

GS50-29-03

GS50-29-05

GS50-29-06

GS50-29-07

REMARKS

In order to protect the physical
security and accessibility of tape-
recorded information for the duration
of its retention period requirement,
backup tapes must be stored off-site
in a temperature and humidity-
controlled environment.
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
57 SUPERVISOR SHIFT REPORTS OFM | 2 year Destroy when | GS50-29-08
COMMUNICATIONS obsolete or
superseded
58 TAPE REQUESTS COMMUNICATIONS OFM | 6 years Destroy when | GS50-29-09
obsolete or
superseded
59 TELETYPES (INCOMING AND OFM | 1year Destroy when | GS50-29-10
OUTGOING) COMMUNICATIONS obsolete or
superseded

Series revised Reduced primary copy
retention from 3 years - 05/03

5. Page 21 of 220
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6. Conservation Districts

ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
6.1 AGREEMENTS WITH LANDOWNERS IN OFM | Washington State Conservation GS50-01-55 Please contact your Regional Archivist

WHICH THE CONSERVATION DISTRICT IS Department of Districts: before destroying original record.
NOT A SIGNING PARTY OFFICE Ecology and/or U.S. Destroy when Records from this series may be
REFERENCE COPIES Department of the obsolete or selected to be transferred to and
Copies of agreements with individual Interior keep primary superseded - preserved at a Regional Archives
landowners and various branches of the copy. Potential branch.
U.S. Department of the Interior and the archival value
Washington State Department of - See remarks

Ecology in which the Conservation
District is not a signing party. .

REV: New DAN assigned. (Original DAN
GS50-01-11 was a duplicate.) 12/2008
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

6.2 AGREEMENTS WITH LANDOWNERS IN OPR | Expiration of Destroy when | GS50-01-56 Contact your Regional Archivist before
WHICH THE CONSERVATION DISTRICT IS agreement plus 6 obsolete or destroying original record. Records
A SIGNING PARTY years - Potential superseded from this series may be selected to be
All agreements with individual archival value - See transferred to and preserved at a
landowners in which the Conservation remarks. Regional Archives branch. The
District is a signing party. Includes information in this records series
Cooperative Plans, Farm Management should be protected from loss or
Plans, Resource Management System damage by offsite storage of a
Plans, Inventory and Evaluation Plans, security microfilm backup at State
Water Quality Cost Sharing and Archives. Security microfilm must
Implementation Agreements, and U.S. meet Washington State Archives
Fish and Wildlife Service Best technical standards.
Management Practice Cost Share
Incentive Program Agreements.
ESSENTIAL RECORD - Needs security
backup - See Remarks.

REV: New DAN assigned. (Original DAN
GS50-01-11 was a duplicate.) 12/2008

6.3 ANNUAL PLANS CONSERVATION OPR | 6 years - Potential Destroy when | GS59-02-01 Please contact your Regional Archivist

DISTRICTS archival value - See obsolete or before destroying original record.
remarks superseded Records from this series may be

selected to be transferred to and
preserved at a Regional Archives
branch.
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SERIES TITLE AND DESCRIPTION

LONG RANGE PLANS CONSERVATION
DISTRICTS

ESSENTIAL RECORD - Needs security
backup - See remarks.

OPR
or
OFM

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Expiration plus 6 years
- Potential archival
value - See remarks

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER

Destroy when | GS59-02-02
obsolete or
superseded

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
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ITEM
NO.

7.1

7.2

Coroners and Medical Examiners

SERIES TITLE AND DESCRIPTION

CARD FILE INDEX
Index used as cross-reference tool to
case files.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

CORONER/MEDICAL EXAMINER
INVESTIGATION FILES

Reports, transmittals and other
documentation of laboratory and
investigative work.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

OPR
or
OFM

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

PERMANENT

PERMANENT -

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER
Destroy when | GS50-34-01
obsolete or
superseded
Destroy when | GS50-34-03
obsolete or
superseded

REMARKS

The information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

If suspicion of foul play and case is
unsolved after 7 years, file may be
microfilmed in lieu of retaining
original record. The information in
this records series should be
protected from loss or damage by
offsite storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.

7. CORONERS AND Page 25 of 220
MEDICAL EXAMINERS



Washington State Archives
Office of the Secretary of State

Local Government General Records Retention Schedule (LGGRRS)

Version 5.0 (December 2008)

7.4

7.5

7.6

SERIES TITLE AND DESCRIPTION

CORONER / MEDICAL EXAMINER
LEDGER

Complete coroner/medical examiner
record listed by date both chronological
and alphabetical.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

DEATH REPORTS AND INDIGENT BURIAL
DOCUMENTATION

Review, screening and disposal
documentation compiled for deaths
that do not warrant a full investigation.

INQUESTS

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

MORGUE REGISTERS

Registers or log sheets recording the
arrival and removal of bodies from the
morgue.

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY

OPR | PERMANENT

OPR | 6years

OPR | PERMANENT

OFM | 6 years

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER
Destroy when | GS50-34-02
obsolete or
superseded
Destroy when | GS50-34-04
obsolete or
superseded
Destroy when | GS50-34-05
obsolete or
superseded
Destroy when | GS50-34-06
obsolete or
superseded

REMARKS

The information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

The information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
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7.8

SERIES TITLE AND DESCRIPTION

PERSONAL PROPERTY
DOCUMENTATION FOR DECEASED

PERSONS

PHOTOGRAPHIC AND VIDEO
DOCUMENTATION OF DEATH
INVESTIGATIONS

OPR
or
OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

3 years

Close of investigation
plus 3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-34-07

GS50-34-08

REMARKS
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8. Electric Utilities

ITEM

NO SERIES TITLE AND DESCRIPTION

81 | APPARATUS FAILURE REPORTS
ELECTRIC POWER DISTRIBUTION
SYSTEM

Series Revised: Reduced retention from 6

years; removed '...23(f) National
Association of Regulatory Utility

Commissioners NARUC 23.1(f)' from the

Remarks column. - 09/06

8.2 BOILER TUBE FAILURE REPORT

ELECTRIC POWER GENERATION SYSTEM

Series Revised - Removed '...22.1(c)

National Association of Regulatory Utility
Commissioners NARUC 22.1(c)' from the

Remarks column. - 09/06

83 | COALLOGS ELECTRIC POWER
GENERATION SYSTEM

Series Revised - Removed '...22.1(h)
National Association of Regulatory Utility
Commissioners NARUC 22.1(h)' from the

Remarks column - 09/06

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

3 years - See remarks

3 years - See remarks

3 years- See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

GS55-05E-01

GS55-05D-01

GS55-05D-02

REMARKS

Reference 18CFR125.3 23.14(a) and
(b)

Reference 18CFR125.3 13.1(a)

Reference 18CFR125.3 13.1(a)

8. ELECTRIC UTILITIES
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SERIES TITLE AND DESCRIPTION

g4 | CONSTRUCTION COST ANALYSIS
STUDIES ELECTRIC POWER SYSTEM
ENGINEERING AND CONSTRUCTION

Series Revised - Reduced retention from
10 years; removed '...31(f) National
Association of Regulatory Utility
Commissioners NARUC 31(f)' from the
Remarks column and added correct
reference number - 09/06

g5 | CONSTRUCTION PROJECT FILES
ELECTRIC POWER SYSTEM
ENGINEERING AND CONSTRUCTION

Series Revised - Reduced retention from
10 years; removed '...31(e) 18CFR125.3(g),
National Association of Regulatory Utility
Commissioners NARUC 31(e)' from the
Remarks column and added correct
reference number - 09/06

OPR
or
OFM

OFM

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

5 years after clearance
to plant account -
Potential archival
value - See remarks

Completion of project
plus 6 years - See
remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-05G-01

GS55-05G-02

REMARKS

Reference 18CFR125.3 17(f) Contact
your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

Reference 18CFR125.3 17(b), (e) and
(8)

8. ELECTRIC UTILITIES
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

8.6 DAM SAFETY COMPLIANCE REVIEW OFM | 3 Years Destroy when | GS55-05E-27
FILES - FEDERAL ENERGY REGULATORY obsolete or
COMMISSION (FERC) superseded
Files document the FERC regulatory
process ensuring all incoming
correspondence, outgoing
correspondence, documentation,
reports to FERC or reports from FERC
are sent and received officially by the
agency.

New Series - 09/06

8.7 ELECTRIC POWER REPORTS REQUIRED OPR | 5years Potential Destroy when | GS55-05D-21 Reference 18CFR125.3(41). Contact
BY REGULATORY AGENCIES AND archival value See obsolete or your Regional Archivist before
COMMISSIONS remarks superseded disposing of this record. Records from

New series 07/03 this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

8.8 ELECTRICAL WORK PERMITS (HARD OPR | Termination plus 6 Destroy when | GS55-05E-25 A 'See Also' cross reference will be
CARDS) ELECTRIC POWER years obsolete or added to the Licensings, Permits and
DISTRIBUTION SYSTEM superseded Fees General Records Retention
Permits for individuals to install Schedule.

residential alarms, communications, etc.

Series Revised - added statement in the
Remarks column - 09/06
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
’ OFM RECORD COPY COPIES NUMBER

8.9 ELECTRICITY DIVERSION INVESTIGATION | OPR | Investigation closed Destroy when | GS55-05G-07
RECORDS plus 6 years obsolete or
Inquiry regarding problems or superseded
discrepancies with meters, either from
meter reader or other parties.

Investigation records may include: site
visit dates, notes regarding location,
pictures of meter or surrounding area,
consumption history, special meter
read, and service order for technical
support.

New Series - 10/04

Series Revised - Changed title from
'Diversion Electricity Investigation Records

- 09/06
8.10 EQUIPMENT LOGS ELECTRIC POWER OFM | 3 years - See remarks Destroy when | GS55-05D-03 Reference 18CFR125.3.13.1(b)
GENERATION SYSTEM obsolete or
Records of use and performance, superseded

including in and out times.

Series Revised - Removed 'Reference
National Association of Regulatory Utility
Commissioners NARUC 22.1(b)' from the
Remarks column and added reference to
CFR. - 09/06
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
8.11 EXPENDITURE REQUISITION AND OPR | 6 years - See remarks Destroy when | GS55-05G-03 Reference 18CFR125.3 17
AUTHORIZATION FILES ELECTRIC obsolete or
POWER SYSTEM ENGINEERING AND superseded
CONSTRUCTION
Series Revised - Reduced retention from
10 years; removed '...31(c) National
Association of Regulatory Utility
Commissioners NARUC 31(c)' from the
Remarks column and corrected CFR
reference number - 09/06
8.12 FACILITY INSPECTION AND OPR | 6 years - See remarks Destroy when | GS55-05E-14 Reference 18CFR125.3 14(b)
MAINTENANCE REPORTS ELECTRIC obsolete or
POWER DISTRIBUTION SYSTEM superseded

Periodic reports on the condition of
substations, underground vaults, and
other distribution system facilities.

Series Revised - Removed '...23.1(k)
National Association of Regulatory Utility
Commissioners NARUC 23.1(k)' from the
Remarks column and added correct
reference number - 09/06




Washington State Archives
Office of the Secretary of State

Local Government General Records Retention Schedule (LGGRRS)

Version 5.0 (December 2008)

8.14

8. ELECTRIC UTILITIES

SERIES TITLE AND DESCRIPTION

FACILITY RETIREMENT AUTHORIZATION
ELECTRIC POWER DISTRIBUTION
SYSTEM

Series Revised - Removed '...23.1(k)
National Association of Regulatory Utility
Commissioners NARUC 23.1(k)' from the
Remarks column and added correct
reference number - 09/06

FACILITY RETIREMENT WORK ORDER
ELECTRIC POWER DISTRIBUTION
SYSTEM

Basic record of facility removal and/or
replacement.

Series Revised - Removed '...32 National
Association of Regulatory Utility
Commissioners NARUC 32(a)' from the
Remarks column and added correct
reference number - 09/06

OPR
or
OFM

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

10 years after facility
retired - See remarks

10 years after facility
retired - See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-05E-02

GS55-05E-03

REMARKS

Reference 18CFR125.3 18(b) If
equipment or facility has PCB content,
retain record permanently to protect
the agency's open-ended liability for
the handling and disposal of
hazardous substances.

Reference 18CFR125.3 18(a) If
equipment or facility has PCB content,
retain record permanently to protect
the agency's open-ended liability for
the handling and disposal of
hazardous substances.
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8.16

SERIES TITLE AND DESCRIPTION

FISH COUNT REPORTS

Periodic reports on fish population,
including charts, summaries, and
accounts of population increase and
decrease and projects located in, on or
adjacent to surface water.

Series Revised - Removed 'Electric Power
Generation System' from the title and
added '...and projects located in, on or
adjacent to surface water' to the
description - 09/06

FORECASTS ELECTRIC UTILITIES
Includes forecasts of estimated power
loads, future income, receipts and
expenditures in connection with
financing, construction and operations,
including acquisitions and disposals of
properties or investments prepared for
internal administrative or operating
purposes.

New series - 07/03

OPR PRIMARY (SOURCE SECONDARY (ALL

or DOCUMENT/ORIGINAL) OTHER) RECORD
OFM RECORD COPY COPIES

OFM | 10 years - Potential Destroy when

obsolete or
superseded

archival value - See
remarks

OFM | 3 years Potential Destroy when
archival value See obsolete or
remarks superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-05D-04

GS55-05D-20

REMARKS

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

Reference 18CFR125.3(39). Contact
your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

8. ELECTRIC UTILITIES
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8. ELECTRIC UTILITIES

SERIES TITLE AND DESCRIPTION

GAUGE READING REPORTS (OTHER

THAN WATER OR RIVER FLOW)

ELECTRIC POWER GENERATION SYSTEM

Series Revised - Removed '...22(i) National

Association of Regulatory Utility

Commissioners NARUC 22(i)' from the
Remarks column and added correct

reference number - 09/06

GENERATION AND OUTPUT LOGS WITH
SUPPORTING DATA ELECTRIC POWER

GENERATION SYSTEM

Series Revised - Removed '...22.1(d)
National Association of Regulatory Utility
Commissioners NARUC 22.1(d)' from the
Remarks column and added correct

reference number - 09/06

HIGH-TENSION AND LOW-TENSION
GENERATING LOAD RECORDS ELECTRIC

POWER GENERATION SYSTEM

Series Revised - Removed '...22(f) National

Association of Regulatory Utility

Commissioners NARUC 22.1(f)' from the
Remarks column and added correct

reference number - 09/06

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

2 years- See remarks

6 years - See remarks

3 years - See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

GS55-05D-05

GS55-05D-06

GS55-05D-07

REMARKS

Reference 18CFR125.3 13(f)

Reference 18CFR.3 13.1(f)

Reference 18CFR125.3 13.1(d)
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SERIES TITLE AND DESCRIPTION

8.20 HYDRO-ELECTRIC OPERATIONS LOGS
AND REPORTS ELECTRIC POWER
GENERATION SYSTEM
Includes daily and hourly logs, shift
records, supervisors and plant
operations daily diaries. May be
needed for documentation of issues in
litigation.

Series Revised - Added CFR number to
Remarks column and removed 'National
Association of Regulatory Utility
Commissioners NARUC 22.1(a)' from the
Remarks column - 09/06

8.21 INSULATOR TEST RECORDS ELECTRIC
POWER DISTRIBUTION SYSTEM

Series Revised - Changed retention from
'Destroy when obsolete or superseded -
See Remarks'; removed '...23.1(i) National
Association of Regulatory Utility
Commissioners NARUC 23.1(a)' from the
Remarks column and added correct
reference number - 09/06

OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

OFM | 3 years - See remarks Destroy when | GS55-05D-08 Reference 18CFR125.3.14(b) and

obsolete or 18CFR125.3.13.1(b)
superseded

OFM | 3 Years Destroy when | GS55-05E-04 Reference 18CFR125.3 14(d)
obsolete or
superseded

8. ELECTRIC UTILITIES
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SERIES TITLE AND DESCRIPTION

822 | LIGHTNING AND STORM DATA
ELECTRIC POWER DISTRIBUTION
SYSTEM

Series Revised - Removed 'Reference
18CFR125.3(h) National Association of
Regulatory Utility Commissioners NARUC
3(h)' from Remarks column - 09/06

8.23 LINE INSPECTION REPORTS ELECTRIC
POWER DISTRIBUTION SYSTEM

Series Revised - Reduced retention from 6
years; removed '...23.1(g) National
Association of Regulatory Utility
Commissioners NARUC 23.1(g)' from the
Remarks column and added correct
reference number - 09/06

OPR
or
OFM

OFM

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Destroy when
obsolete or
superseded Potential
archival value - See
remarks

3 years - See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-05E-05

GS55-05E-06

REMARKS

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Reference 18CFR125.3 14(b)

8. ELECTRIC UTILITIES
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8.25

8.26

8.27

SERIES TITLE AND DESCRIPTION

LINE TROUBLE REPORTS AND RECORDS
ELECTRIC POWER DISTRIBUTION
SYSTEM

Series Revised - Removed '...21.1(g)
National Association of Regulatory Utility
Commissioners NARUC 23.1(g)' from the
Remarks column and added correct
reference number - 09/06

LOAD CURVES ELECTRIC POWER
GENERATION SYSTEM

Series Revised - Removed '...22.1(h)
National Association of Regulatory Utility
Commissioners NARUC 22.1(h)' from the
Remarks column and added correct
reference number - 09/06

LOAD DISPATCHER PERMITS ELECTRIC
POWER GENERATION SYSTEM

MAINTENANCE REPORTS ELECTRIC
POWER GENERATION SYSTEM

For hydroelectric equipment and
facilities performance and repairs.

OPR
or
OFM

OFM

OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

3 years - See remarks

3 years- See remarks

Destroy when
obsolete or
superseded - See
remarks

3 years - See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-05E-07

GS55-05D-09

GS55-05D-10

GS55-05D-11

REMARKS

Reference 18CFR125.3 14(b)

Reference 18CFR125.3 13.1(e)

Reference National Association of
Regulatory Utility Commissioners
NARUC 22.1(k).

Reference National Association of
Regulatory Utility Commissioners
NARUC 22.1(b).

8. ELECTRIC UTILITIES
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OPR PRIMARY (SOURCE
SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL)
OFM RECORD COPY

8.28 METER HISTORY DATA ELECTRIC OFM | Life of equipment
POWER DISTRIBUTION SYSTEM
Historical data on each meter, including
specification, serial number, location,
and maintenance history.

Series Revised - Removed reference to
'See Remarks' in the Primary Retention
column and removed 'Reference
18CFR125.3 23.1(m), National Association
of Regulatory Utility Commissioners
NARUC 23.1(m)' from the Remarks column
- 09/06

8.29 METER SHOP REPORTS ELECTRIC OFM | 3 years - See remarks

POWER DISTRIBUTION SYSTEM
Monthly/periodic reports summarizing
test, repairs, and other work done on
meters.

Series Revised - Removed '...23.1(l)
National Association of Regulatory Utility
Commissioners NARUC 23.1(l)" from the
Remarks column and added correct
reference number - 09/06

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY REMARKS
NUMBER

GS55-05E-08

GS55-05E-09 Reference 18CFR125.3 14(b)

8. ELECTRIC UTILITIES
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OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

8.30 OPERATIONS LOGS AND REPORTS OFM | 3 years - See remarks Destroy when | GS55-05E-10 Reference 18CFR125 14(a)and
ELECTRIC POWER DISTRIBUTION obsolete or 18CFR125.3 14(b)
SYSTEM superseded
Including, but not limited to,
equipment, operator, storage battery,
substation, and transmission.

Series Revised - Removed reference to
'...23.1(a), (b) and (c) National Association
of Regulatory Utility Commissioners
NARUC 23.1(a), (b) and (c)' from the
Remarks column and added correct
reference number - 09/06

Series Revised - Added 'AND REPORTS' to
the title - 07/03

8.31 OUTAGE LOG ELECTRIC POWER OFM | 3 years - See remarks Destroy when | GS55-05E-11 Reference 18CFR125.3 14(b)

DISTRIBUTION SYSTEM obsolete or

Series Revised - Removed '...23.1(d) superseded

National Association of Regulatory Utility
Commissioners NARUC 23.1(d)' from the
Remarks column and added correct
reference number - 09/06
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SERIES TITLE AND DESCRIPTION

832 | POLELIST ELECTRIC POWER
DISTRIBUTION SYSTEM
Record of utility pole type, description,
location, ancillary equipment, etc.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

Series Revised - Removed '...23.1(p)
National Association of Regulatory Utility
Commissioners NARUC 23.1(p)' from the
Remarks column and added correct
reference number - 09/06

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY

OFM | Life of equipment -
See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-05E-12

REMARKS

Reference 18CFR125.3 14(c). The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

8. ELECTRIC UTILITIES
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
8.33 POLLUTION REPORTS/STUDIES OFM | 10 years - Potential Destroy when | GS55-05D-12 Contact your Regional Archivist before
ELECTRIC POWER GENERATION SYSTEM archival value - See obsolete or disposing of this record. Records from
Documentation and data compiled on remarks superseded this series may be selected to be
to waste accumulation and pollution transferred to and preserved at a
generated by or around facilities. Does Regional Archives branch. The
not include hazardous materials. For information in this records series
documentation of pollution involving should be protected from loss or
hazardous materials see GS50-19-03 damage by offsite storage of a
and GS50-19-06 in the Local security microfilm backup at State
Government Common Records Archives. Security microfilm must
Retention Schedule (CORE). meet Washington State Archives

Series Revised - Removed reference technical standards.

CFR125.3.22(g), National Association of
Regulatory Utility Commissioners NARUC
22.1(g)" from the Remarks column;
removed 'Related to waste accumulation
and water, chemical, oil, noise, and
radioactive pollution.' from the description
and added new description. - 09/06
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SERIES TITLE AND DESCRIPTION

834 | POWER DEMAND CHARTS ELECTRIC
POWER DISTRIBUTION SYSTEM

835 | RECORDING INSTRUMENT CHARTS
ELECTRIC POWER GENERATION SYSTEM

Series Revised - Removed '...22.1(l)
National Association of Regulatory Utility
Commissioners NARUC 22.1(l)' from the
Remarks column and added correct
reference number - 09/06

836 | SPILL GATE DATA COLLECTED FOR
ANNUAL REPORT TO THE FEDERAL
ENERGY REGULATORY COMMISSION
(FERC) REGARDING OPERATION OF
EACH SPILLWAY

New Series - 09/06

OPR
or
OFM

OFM

OFM

OFM

PRIMARY (SOURCE

DOCUMENT/ORIGINAL)

RECORD COPY

6 years - Potential
archival value - See
remarks

1 year - See remarks

3 Years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-05E-13

GS55-05D-13

GS55-05E-28

REMARKS

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Reference 18CFR125.3 13.1(g)

8. ELECTRIC UTILITIES
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SERIES TITLE AND DESCRIPTION

STATION AND SYSTEM GENERATION
REPORTS ELECTRIC POWER
GENERATION SYSTEM

Periodic reports on the amount of
power being generated.

Series Revised - Removed '...22.1(e)
National Association of Regulatory Utility
Commissioners NARUC 22.1(e)' from the
Remarks column and added correct
reference number - 09/06

STATION LOAD PERMITS ELECTRIC
POWER GENERATION SYSTEM

8.38

STREET LIGHT HISTORY RECORDS
ELECTRIC POWER DISTRIBUTION
SYSTEM

STREET OPENING INSPECTION AND
REPAIR REPORTS ELECTRIC POWER
DISTRIBUTION SYSTEM

8.39

8.40

OPR
or
OFM

OPR

OPR

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

25 years - See remarks

Destroy when
obsolete or
superseded - See
remarks

Life of equipment

Destroy when
obsolete or
superseded - See
remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-05D-14

GS55-05D-15

GS55-05E-17

GS55-05E-18

REMARKS

Reference 18CFR125.3 13.1(c1)

Reference National Association of
Regulatory Utility Commissioners
NARUC 22.1(k).

Reference 18CFR125.3 23.1(j),
National Association of Regulatory
Utility Commissioners NARUC 23.1(j).

8. ELECTRIC UTILITIES
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8.42

8. ELECTRIC UTILITIES

SERIES TITLE AND DESCRIPTION

TECHNICAL DATA FILES ELECTRIC
POWER GENERATION SYSTEM
Periodic reports, charts, and
miscellaneous data on weather,
geology, hydrology, and topography
created for reference use.

Series Revised - Changed retention from
'Destroy when obsolete or superseded'
and added CFR reference in Remarks
column - 09/06

TEMPERATURE LOGS ELECTRIC POWER
GENERATION SYSTEM

Series Revised - Removed '...22.1(h)
National Association of Regulatory Utility
Commissioners NARUC 22.1(h)' from the
Remarks column and added correct
reference number - 09/06

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY
OFM | 5 years - Potential

archival value - See
remarks

OFM | 3 years - Potential
archival value - See

remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-05D-16

GS55-05D-17

REMARKS

Reference 18CFR125.3(38). Contact
your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

Reference 18CFR125.3 13.1(e)
Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards
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SERIES TITLE AND DESCRIPTION

TRANSFORMER HISTORY DATA -
ELECTRIC POWER DISTRIBUTION
SYSTEM - NON-PCB

Records documenting the history of
transformers which do not contain
Polychlorinated Biphenyls (PCBs).
Includes specifications, location, and
maintenance history. See GS55-05E-29
for history data of transformers
containing Polychlorinated Biphenyls
(PCBs).

ESSENTIAL RECORD - Needs security
microfilm backup- See remarks.
Series Revised: Combined with GS55-05E-

19 titled Surplused Transformer Files -
Electric Power Distribution System. Also

removed '...23.1(n) National Association of

Regulatory Utility Commissioners NARUC
23.1(n)' from the Remarks column; added
correct reference number and PCB
retention requirements in the Remarks
column and added 'Plus 10 years' to the
retention period - 09/06.

Series Revised - Title and description
amended to exclude those transformers
which contain Polychlorinated Biphenyls
(PCBs) that require a longer retention
period - October 2007.

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY

OFM | Life of equipment plus

10 years- See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-05E-20

REMARKS

Reference 18CFR125.3 14(c) The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

8. ELECTRIC UTILITIES
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TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
8.44 | TRANSFORMER HISTORY DATA - OFM | Life of equipment plus | Destroy when | GS55-05E-29 Reference 18CFR125.3 14(c)
ELECTRIC POWER DISTRIBUTION 20 years - See remarks | obsolete or The information in this records series

SYSTEM - PCB superseded should be protected from loss or

8. ELECTRIC UTILITIES

Records documenting the history of
transformers which contain
Polychlorinated Biphenyls (PCBs).
Includes specifications, location, and
maintenance history.

See GS55-05E-20 for history data of
transformers not containing
Polychlorinated Biphenyls (PCBs).

ESSENTIAL RECORD - Needs security
microfilm backup. See remarks.

New Series - October 2007.

TRANSFORMER INSPECTION REPORTS
ELECTRIC POWER DISTRIBUTION
SYSTEM

Series Revised - Removed '...23.1(0)
National Association of Regulatory Utility
Commissioners NARUC 23.1(o)' from the
Remarks column and added correct
reference number - 09/06

3 years - See remarks

Destroy when
obsolete or
superseded

GS55-05E-21

damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet State Archives standards.
For PCB retention requirements,
reference 40CFR761.180(b)

Reference 18CFR125.3 14(d) If
equipment of facility has PCB content,
retain record permanently to protect
the agency's open-ended liability for
the handling and disposal of
hazardous substances.
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ITEM OPR PRIMARY (SOURCE
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL)
’ OFM RECORD COPY
8.46 TURBINE HISTORY FILES ELECTRIC OFM | Life of equipment

POWER DISTRIBUTION SYSTEM
Documentation of installation,
operation, and maintenance logs, etc.

Series Revised - Added correct reference
number to Remarks column - 09/06

8.47 UNDERGROUND LINE FILES ELECTRIC OFM | Life of equipment -
POWER DISTRIBUTION SYSTEM See remarks
Data on underground lines, including
location and specification.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

Series Revised - Removed '...23.1(p)
National Association of Regulatory Utility
Commissioners NARUC 23.1(p)' from the
Remarks column and added correct
reference number - 09/06

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-05E-26

GS55-05E-23

REMARKS

Reference 18CFR125.2(g)(1)

Reference 18CFR125.3 21 The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

8. ELECTRIC UTILITIES
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8.49

8.50

8. ELECTRIC UTILITIES

SERIES TITLE AND DESCRIPTION

UTILITY PLANT CONSTRUCTION

CONTRACTS

Official documentation of contracts and
agreements for purchase of goods or
services relating to the construction of
utility plant. May include consultant
contracts, public work contracts, or

non-stock material contract.

New series 07/03

VOLTAGE CHARTS ELECTRIC POWER

DISTRIBUTION SYSTEM

Documentation of voltage delivered to
the power distribution system.

Series Revised - Added correct reference
number to Remarks column - 09/06

WATER LOGS ELECTRIC POWER

GENERATION SYSTEM

Series Revised - Removed '...22.1(h)
National Association of Regulatory Utility
Commissioners NARUC 22.1(h)' from the
Remarks column and added correct

reference number - 09/06

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY

OPR | Sale or retirement of
plant plus 6 years

OFM | 3 years

OFM | 3 years- See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-05G-06

GS55-05E-24

GS55-05D-18

REMARKS

Reference 18CFR125.3(22b).

Reference 18CFR125.3 13.1(b)

Reference 18CFR125.3 13.1(e)
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SERIES TITLE AND DESCRIPTION

851 | WATER/RIVER FLOW REPORTS
ELECTRIC POWER GENERATION SYSTEM

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

Series Revised - Removed '...22.1(i)
National Association of Regulatory Utility
Commissioners NARUC 22.1(i)' from the
Remarks column and added correct
reference number - 09/06

852 | WORKIN PROGRESS LEDGERS OR
REPORTS ELECTRIC POWER SYSTEM
ENGINEERING AND CONSTRUCTION

Series Revised - Changed retention from
10 years; removed '...31(a) National
Association of Regulatory Utility
Commissioners NARUC 31(a)' from the
Remarks column and added correct
reference number - 09/06

OPR
or
OFM

OPR

OPR

PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY
RECORD COPY COPIES NUMBER
PERMANENT - Destroy when | GS55-05D-19
Potential archival obsolete or
value - See remarks superseded

5 years after clearance | Destroy when | GS55-05G-05
to plant account - See | obsolete or
remarks superseded

REMARKS

Reference 18CFR125.3 13.1(f)

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards

Reference 18CFR125.3 17(a)

8. ELECTRIC UTILITIES
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SERIES TITLE AND DESCRIPTION

8.53 WORK ORDERS - ELECTRIC POWER
SYSTEM ENGINEERING AND
CONSTRUCTION

REV: New DAN assigned. (Original DAN
GS50-06B-13 was a duplicate.) 12/2008

Series Revised - Changed retention from
10 years; removed '...31(b) National
Association of Regulatory Utility
Commissioners NARUC 31(b)' from the
Remarks column and added correct
reference number - 09/06.

OPR
or
OFM

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

5 years after clearance
to plant account - See
remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-06B-28

REMARKS

Reference 18CFR125.3 17(a)

8. ELECTRIC UTILITIES
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ITEM
NO.

9.1

9.2

9.3

9.4

9.5

9.6

Emergency Services

SERIES TITLE AND DESCRIPTION

CIVIL DEFENSE ZONE CONTROL HISTORY

FILE

FALLOUT SHELTER MANAGEMENT FILE

PROJECT FILES EMERGENCY SERVICES

RADIOLOGICAL FACILITIES INSPECTION

REPORTS EMERGENCY SERVICES

SEARCH AND RESCUE MISSION FILES

SEARCH AND RESCUE TRAINING
MISSION FILES EMERGENCY SERVICES

OPR
or
OFM

OPR

OPR

OPR

OPR

OPR

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Destroy when
obsolete or
superseded plus 6
years - Potential
archival value - See
remarks

Destroy when
superseded plus 6
years

Completion of project
plus 6 years

Destroy when
superseded plus 6
years

6 years

3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-14-01

GS50-14-04

GS50-14-05

GS50-14-06

GS50-14-07

GS50-14-08

REMARKS

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

10. EMERGENCY
SERVICES
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10. Facility and Property Management

ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
: OFM RECORD COPY COPIES NUMBER
10.1 PARKING METER RECORDS OPR | End of calendar year Destroy when | GS55-05H-05
Records documenting installation, plus 6 years obsolete or
replacement, removal, repair, superseded

preventative maintenance, etc.

Includes meter location, name of person
requesting service, date and time of
installation, replacement, removal,
repair, or maintenance.

New series 10/04
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ITEM
NO.

111

11.2

11.3

11.4

SERIES TITLE AND DESCRIPTION

EXHIBITOR LISTS

Concise lists of all exhibitors at a fair,
showing name, category, dates, etc.
Generated annually.

EXHIBITOR’S ENTRY FORM/SHOW
SHEETS

Information on each exhibitor and
animal exhibited, showing name, type

of entry, address, vet check verification,

etc. Generated annually.

RIBBON WINNERS LIST

Concise lists of winners of events,
shows name of winner, category, and
placement. Generated annually. Data
is sent to local newspapers for
publication.

TICKET SUMMARY RECORD — FAIRS
A record of season passes; gate
receipts, commercial passes,
complementary passes, and voided
tickets. Generated annually.

OPR
or
OFM

OFM

OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

2 years - Potential
archival value - See
remarks

3 years

2 years - Potential
archival value - See
remarks

3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS57-01-01

GS57-01-02

GS57-01-03

GS57-01-04

REMARKS

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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12. Fire and Emergency Medical

ITEM

NO SERIES TITLE AND DESCRIPTION

12.1 | ACCIDENT / INCIDENT REPORTS -
VOLUNTEER FIREFIGHTER
Used as documentation for evaluating
firefighter disability claims.

REV: New DAN assigned. (Original DAN
GS50-06C-02 was a duplicate.) 12/2008

12.2 ALARM INSPECTION LOG FIRE AND
EMERGENCY MEDICAL SERVICES

12.3 ALARM LOCATION RECORD FIRE AND
EMERGENCY MEDICAL SERVICES

OPR
or
OFM

OPR

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

For accidents/
incidents involving
adults NOT resulting in
claims - 3 years. For
accidents/incidents
involving adults
resulting in claims -
closure plus 6 years.
For accidents/
incidents involving
minors NOT resulting
in claims - age of
majority plus 3 years.
For accidents/
incidents involving
minors resulting in
claims - closure plus 6
years.

3 years

Destroy when
obsolete or
superseded

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

GS50-06C-36

GS53-04-01

GS53-04-02

REMARKS

The Local Records Committee
suggests that policies, which allow
claims retroactive to their period of
coverage, should be retained
permanently.

12. FIRE AND
EMERGENCY MEDICAL
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12.5

12.6

12.7

12.8

OPR
SERIES TITLE AND DESCRIPTION or
OFM
ALARM SYSTEMS TEST AND OFM
MAINTENANCE RECORD FIRE AND
EMERGENCY MEDICAL SERVICES
BUILDING INFORMATION HISTORY OFM
CARD FIRE AND EMERGENCY MEDICAL
SERVICES
BUILDING INSPECTION REPORTS FIRE OFM

AND EMERGENCY MEDICAL SERVICES
May include records pertaining to the
decommissioning of underground fuel
tanks.

BURNING PERMITS OPR
A record of temporary permits

authorizing the recipient to burn on a

specific site for a specific period.

BURNING REQUEST LOG OPR
Listings of burning permit applications.

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

3 years

Life of building -
Potential archival
value - See remarks

6 years

3 years

3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

12. FIRE AND
EMERGENCY MEDICAL

DISPOSITION
AUTHORITY
NUMBER

GS53-04-03

GS53-04-04

GS53-04-05

GS53-04-06

GS53-04-07

REMARKS

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.
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12.10

12.11

12.12

12.13

12.14

12.15

SERIES TITLE AND DESCRIPTION

CAPITAL EQUIPMENT INVENTORY FIRE
AND EMERGENCY MEDICAL
OPERATIONS

DAILY RECORD OR LOG OF FIRE AND
EMERGENCY MEDICAL SERVICES

FIRE ALARM RESPONSE RECORD

FIRE ALARM SYSTEMS DRAWINGS

FIRE CODE VIOLATION NOTIFICATION
Official notice of violation and

statement of required corrective action.

FIRE HYDRANT AND WATER MAIN
INSPECTION LOG

FIRE HYDRANT AND WATER MAIN
INSPECTION REPORTS

OPR
or
OFM

OFM

OFM

OFM

OFM

OPR

OFM

OFM

PRIMARY (SOURCE

DOCUMENT/ORIGINAL)

RECORD COPY

Destroy when

superseded plus 3

years OR after

completion of State
Auditor’s examination

report

3 years

3 years

Life of facility

6 years

3 years

3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

12. FIRE AND
EMERGENCY MEDICAL

DISPOSITION
AUTHORITY
NUMBER

GS53-04-08

GS53-04-09

GS53-04-10

GS53-04-11

GS53-04-21

GS53-04-12

GS53-04-13

REMARKS
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
12.16 | FIRE INCIDENT REPORTS OPR | 6 years Destroy when | GS53-04-14
Includes basic information collected to obsolete or
document each fire incident. superseded
12.17 | FIREINVESTIGATION DOCUMENTATION | OPR | 6years Destroy when | GS53-04-15 The primary record copy may be held
-CLOSED INVESTIGATIONS obsolete or by the city or county fire marshal, law
Includes all investigations which are superseded enforcement agency or the State Fire
resolved as accidents or result in arson Marshall’s Office.
convictions.
Series revised Divided into three
subsections and established separate
retention periods for open investigations
11/03
12.18 | FIREINVESTIGATION DOCUMENTATION | OPR | 10years - See remarks | Destroy when | GS53-04-16 Reference RCW 9A.04.080, which
-OPEN INVESTIGATIONS OF INCIDENTS obsolete or requires that criminal charges must be
THAT DO NOT RESULT IN LOSS OF superseded filed within 10 years after the
HUMAN LIFE occurrence of an arson that does not
Includes investigations of arson and result in the loss of human life.

fires for which a cause has not been
determined, that have not been
resolved by a conviction.

Series revised Divided into three
subsections and established separate
retention periods for open investigations
11/03
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12.20

12.21

OPR PRIMARY (SOURCE
SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL)
OFM RECORD COPY

OPR Permanent - See

Remarks

FIRE INVESTIGATION DOCUMENTATION
-OPEN INVESTIGATIONS OF INCIDENTS
THAT RESULT IN LOSS OF HUMAN LIFE
Includes investigations of arson and
fires for which a cause has not been
determined, that have not been
resolved by a conviction.

Note: DAN GS53-04-17 was also assigned
to INDIVIDUAL FIRE ALARM BOX HISTORY
(which has been changed to DAN GS53-
04-26). 12/2008

Series revised: Divided into three
subsections and established separate
retention periods for open investigations
11/03.

INDIVIDUAL FIRE ALARM BOX HISTORY OFM | Life of box

REV: New DAN assigned. (Original DAN
GS53-04-17 was a duplicate.) 12/2008

INJURY AND DISABILITY CLAIM FILES -
VOLUNTEER FIREFIGHTER
Documentation of claims for injury and
disability relief filed by volunteer fire
fighters.

OPR | Settlement plus 6

years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

12. FIRE AND
EMERGENCY MEDICAL

DISPOSITION
AUTHORITY
NUMBER

GS53-04-17

GS53-04-26

GS58-04A-03

REMARKS

Reference RCW 9A.04.080, which
provides an unlimited amount of time
to file criminal charges in cases of
arson that result in the loss of human
life.
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
12.22 | INJURY AND DISABILITY CLAIM OPR | 6years Destroy when | GS50-03A-35
INVOICES - VOLUNTEER FIREFIGHTER obsolete or
REV: New DAN assigned. (Original DAN superseded
GS50-03A-30 was a duplicate.) 12/2008
12.23 INSPECTOR'S TEST OF FIRE FIGHTING OFM | Life of equipment Destroy when | GS53-04-18
EQUIPMENT obsolete or
superseded

12.24 | INVENTORY OF PERSONAL EQUIPMENT | OFM | Until superseded plus | Destroy when | GS53-04-19

ISSUED TO FIREFIGHTERS 3 years OR after obsolete or
completion of State superseded
Auditor’s examination
report
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ITEM
NO.

1225 | MEDICAL INCIDENT REPORTS FIRE AND
EMERGENCY MEDICAL SERVICES

12.26

12.27

12.28

SERIES TITLE AND DESCRIPTION

PERSONNEL ASSIGNMENT ROSTER -
FIRE AND EMERGENCY MEDICAL
SERVICES

RADIO LOGS - FIRE & EMERGENCY
MEDICAL SERVICES

REMITTANCE FILES — VOLUNTEER
FIREFIGHTER

REV: New DAN assigned. (Original DAN
GS50-03A-24 was a duplicate.) 12/2008

OPR
or
OFM

OPR

OFM

OFM

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Retained by
hospital/care
provider* - See
remarks

Destroy when
obsolete or
superseded

90 days

Retirement of last
item plus 6 years — See
remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Fire
protection
agency - 8
years * - See
remarks

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

12. FIRE AND
EMERGENCY MEDICAL

DISPOSITION
AUTHORITY
NUMBER

GS53-04-20

GS53-04-22

GS53-04-23

GS50-03A-37

REMARKS

Reference RCW 4.16.350. *The
Washington State Supreme Court
decision re: DeYoung v. Providence
Medical Center has voided limitations
of action and discovery previously
provided by RCW 4.16.350. Contact
your legal counsel and insurance
provider for guidance on minimum
retention policy for Client/Patient
Health Care Information Records. The
Washington State Medical Association
is recommending 10 years after last
visit, 20 years after last treatment of
pregnant women and infants, or 5
years after patient’s death, whichever
is longest.
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
12.29 | TAPE RECORDS OF FIRE ALARM OFM | 3 years Destroy when | GS53-04-24
CIRCUITS obsolete or
superseded
12.30 | TRANSMITTAL OF FEES VOLUNTEER OPR | 6years Destroy when | GS50-03A-36
FIREFIGHTER obsolete or
REV: New DAN assigned. (Original DAN superseded
GS50-03A-07 was a duplicate.) 12/2008
12.31 | VEHICLE SERVICE RECORDS - FIRE & OFM | Life of vehicle Destroy when | GS53-04-25
EMERGENCY MEDICAL SERVICES obsolete or
superseded
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13.

ITEM
NO.

13.1

13.2

13.3

134

13.5

Housing Authorities

SERIES TITLE AND DESCRIPTION

ACCESS CARD CARDEX HOUSING
AUTHORITIES

Record of entry cards issued. Includes
completed access forms and shows
level of access issued.

ALLOCATIONS HOUSING AUTHORITIES
Allocation plans for each fiscal year,
overhead and distributed costs for
funds.

APARTMENT INVENTORY AND
INSPECTION REPORT HOUSING
AUTHORITIES

ASSET MANAGEMENT FILES HOUSING
AUTHORITIES

Real property records. A centralized
location for various real estate
functions of Housing Authorities.

BILLING FILES REQUESTS FOR PAYMENT
HOUSING AUTHORITIES

Includes backup paperwork to track
vendor, (temporary employees)
requests for payment.

OPR or
OFM

OPR

OFM

OFM

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

6 years

3 years

3 years after vacation

Sale of property plus
10 years. Potential
archival value See
remarks.

6 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS60-01-01

GS60-01-02

GS60-01-03

GS60-01-04

GS60-01-05

13. HOUSING
AUTHORITIES

REMARKS

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

Page 63 of 220



Washington State Archives
Office of the Secretary of State

Local Government General Records Retention Schedule (LGGRRS)

Version 5.0 (December 2008)

13.7

13.8

13.9

13.10

SERIES TITLE AND DESCRIPTION

BOND PROJECT FILES HOUSING
AUTHORITIES

Contract, correspondence and other
legal documents for bond projects
(conduit & non-conduit).

COLLECTION LOSS REPORT HOUSING
AUTHORITIES
Delinquent tenant account report

COMMUNITY FILES HOUSING
AUTHORITIES

Correspondence, resident organization

by-laws, invoices, records of payment,
and legal classification folders.
Accounting has original invoices and
payments.

DETAILED CONSTRUCTION ANALYSIS
FILES HOUSING AUTHORITIES

DEVELOPMENT CONTRACT REGISTER
HOUSING AUTHORITIES

OPR or
OFM

OPR

OPR

OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

6 years after
redemption of project
or building bonds

6 years

3 years. Potential
archival value See
remarks

Completion of project
plus 10 years.
Potential archival
value See remarks

2 years after audit of
development costs

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS60-01-06

GS60-01-07

GS60-01-08

GS60-01-09

GS60-01-10

13. HOUSING
AUTHORITIES

REMARKS

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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13.12

13.13

13.14

13.15

13.16

SERIES TITLE AND DESCRIPTION

DISPOSITION RECORDS OF PERSONAL
PROPERTY HOUSING AUTHORITIES

ENTRY / EXIT VIDEOS HOUSING
AUTHORITIES

Video tapes of entrances / exits
monitoring who arrives and leaves.

EQUIPMENT LOAN AGREEMENTS
HOUSING AUTHORITIES

Traces location of loaned equipment
within the agency. Includes types of
equipment, serial number, dates
loaned, and dates returned.

HOUSING GRIEVANCE HEARING
COORDINATOR ARBITRATION FILES
HOUSING AUTHORITIES

Arbitration files/grievance hearings.

HUD 50058 PUBLIC HOUSING REPORTS

Tenant status records that are
electronically sent to HUD monthly.

HUD 50059 SECTION 8 REPORTS
Tenant status records that are
electronically sent to HUD monthly.

OPR or
OFM

OPR

OFM

OFM

OPR

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

6 years

30 days

1 year

Termination of lease
agreement plus 6
years

3 years

3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS60-01-11

GS60-01-12

REMARKS

Video tapes of entrances / exits

monitoring who arrives and leaves.

GS60-01-13

GS60-01-14

GS60-01-27

GS60-01-28

13. HOUSING
AUTHORITIES
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13.18

13.19

13.20

13.21

13.22

13.23

13.24

SERIES TITLE AND DESCRIPTION

HUD 51245 REPORT
Regular reexamination of families in
low-income public housing.

HUD 52267
Computation of payments in lieu of
taxes.

HUD 52295
Delinquency report statement of
tenants accounts receivable.

HUD 52598
Analysis of non-routine expenditures.

HUD 52599
Statement of operating receipts and
expenditures.

HUD 52601
Balance sheet preliminary loan period.

HUD 52602

Statement of preliminary planning cost.

HUD 52603
Statement of initial operating income
and expenses.

OPR or
OFM

OFM

OPR

OPR

OPR

OPR

OPR

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

4 years after

completion of audit.

6 years

6 years

6 years

6 years

10 years after

completion of audit

10 years after
completion of audit

6 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS60-01-31

GS60-01-15

GS60-01-16

GS60-01-17

GS60-01-18

GS60-01-19

GS60-01-20

GS60-01-21

REMARKS

13. HOUSING
AUTHORITIES
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION 0F|V0| r DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) RECORD COPY COPIES NUMBER
13.25 | HUD 52681 OPR | 6years Destroy when | GS60-01-22
Voucher for payment of annual obsolete or
contributions for HAP (Housing superseded
Assistance Program).
13.26 | HUD 52682 OPR | 6years Destroy when | GS60-01-23
Operating statement - Housing obsolete or
assistance payments program. superseded
13.27 | HUD 52981 OPR | 6years Destroy when | GS60-01-24
Statement and voucher for basic annual obsolete or
contributions. superseded
13.28 | HUD 52982 OPR | 6years Destroy when | GS60-01-25
Statement and voucher for obsolete or
contributions for special subsidy superseded
families leased housing.
13.29 | HUD 52993 OPR | 6years Destroy when | GS60-01-26
Statement of modernization cost. obsolete or
superseded
13.30 | HUD 53001 ACTUAL MODERNIZATION OPR | End of fiscal year plus | Destroy when | GS60-01-60
COST CERTIFICATE 6 years obsolete or
New series-07/03 superseded
13.31 | HUD COMPLAINT LOG OFM | 6 years Destroy when | GS60-01-29
obsolete or
superseded
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13.33

13.34

13.35

SERIES TITLE AND DESCRIPTION

HUD SUBSIDIES LOG & SPREADSHEETS
Cash worksheets, master control
worksheets, and supporting documents.

MASTER PLANNING FILES FOR RE-
DEVELOPMENT HOUSING AUTHORITIES
Annual plan concept documents,
materials work-up, financial reports,
and working papers.

PESTICIDE APPLICATION PERMITS
HOUSING AUTHORITIES
Application permits from the State
Department of Agriculture for the
application of pesticides (kept in
maintenance offices).

PFS OPERATING SUBSIDY REQUEST
HOUSING AUTHORITIES

Revisions and HUD approval request for
operating funds for the Public Housing
Program, mid-year revisions, HUD
approval. Includes HUD forms 52723,
52721, 52722-A, etc.

OPR or
OFM

OPR

OFM

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

10 years after
expiration of grant

Destroy when
obsolete or
superseded Potential
archival value See
remarks

Expiration plus 6 years

6 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS60-01-30

GS60-01-32

GS60-01-33

GS60-01-34

REMARKS

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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13.37

13.38

13.39

13.40

SERIES TITLE AND DESCRIPTION

POLICE REPORTS HOUSING
AUTHORITIES

Police department incident reports,
evidence for evictions.

POPULATION REPORT STATISTICS
HOUSING AUTHORITIES

PRELIMINARY LOAN NOTES HOUSING
AUTHORITIES

Modern Rehabilitation Loans,
preliminary loan notes, including
related documents and
correspondence, and preliminary
planning cost ledger.

PROGRAMS NOT APPROVED OR NON-
GRANT PROGRAMS DEVELOPED BY THE
DEPARTMENT HOUSING AUTHORITIES

PROPERTY HISTORY FILES - HOUSING

AUTHORITIES

Includes:

1. Miscellaneous information that
includes site maps; racial composition
maps.

OPR or
OFM

OFM

OFM

OPR

OFM

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Law enforcement
agency keeps primary
copy 6 years past
statute of limitations
period

PERMANENT. 1 copy
archival See remarks

6 years after audit and
payment of note

3 years

Sale of property plus 6
years. Potential
archival value See
remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS60-01-35

GS60-01-36

GS60-01-37

GS60-01-38

GS60-01-39

13. HOUSING
AUTHORITIES

REMARKS

Please contact your Regional
Archivist. Records from this series
may be selected to be transferred to
and preserved at a Regional Archives
branch.

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
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PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

OPR or

SERIES TITLE AND DESCRIPTION OFM

. Acquisition documents, appraisal,

declaration of trust, residential
purchase and sale agreement, HUD
approval of purchase, warranty deed,
HUD settlement statements.

. Property use documents, including

preliminary title, supplementary title
reports, easement and other legal
descriptions.

. CDBG (funding of purchase

documents).

. Survey information. Note these files

are transferred to legal counsel.

. Real property file containing copy of

warranty deed, copy of title reports,
site maps and related documents and
correspondence.

. Survey files containing copy of survey

and related information.

. Risk assessment and lead file

containing copy of original lead-based
paint test results and copy of
abatement and enclosure summary,
and related correspondence.

. Needs assessment files, continuing

needs assessment surveys and related
information.

SECONDARY (ALL

OTHER) RECORD
COPIES

DISPOSITION
AUTHORITY
NUMBER

REMARKS

information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
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13.42

13.43

13.44

13.45

SERIES TITLE AND DESCRIPTION

PUBLIC HOUSING ASSESSMENT
PROGRAMS HOUSING AUTHORITIES
Includes but is not limited to Public
Housing Management Assessment
Program (PHMAP), Public Housing
Assessment (PHA), Section 8
Assessment

PUBLIC HOUSING REDEVELOPMENT
FILES HOUSING AUTHORITIES
Working files for redevelopment
projects.

REHABILITATION PROGRAM BLOCK
GRANT FILES HOUSING AUTHORITIES

RELOCATION CHECK REQUEST COPIES
HOUSING AUTHORITIES

RENT ROLL CONTROL AND ANALYSIS
FILE HOUSING AUTHORITIES

Rent roll control and analysis of
dwelling rent charges (filed in tenant
files).

OPR or
OFM

OPR

OFM

OPR

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

6 years. Potential
archival value See
remarks

10 years. Potential
archival value See
remarks.

6 years after end of
grant year

10 years after grant
expiration

6 years after
completion of audit.
Potential archival
value See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS60-01-40

GS60-01-41

GS60-01-42

GS60-01-43

GS60-01-44

13. HOUSING
AUTHORITIES

REMARKS

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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13.47

13.48

13.49

SERIES TITLE AND DESCRIPTION

REQUEST FOR REFUND OF SECURITY
DEPOSIT AND UNEARNED RENT
HOUSING AUTHORITIES

Filed with tenant files.

SALE OF PROPERTY DOCUMENTS
HOUSING AUTHORITIES

Bid and contract forms, bills of sale, and
other documents evidencing sale.
Transactions; 1) $1,000 or less, 2)
$1,001 to $25,000, 3) $25,000 plus;
includes surplus property inventory.

SCHEDULES OF MAXIMUM INCOME
LIMITS HOUSING AUTHORITIES
Includes related materials (filed in
tenant files).

TAX EXEMPT OBLIGATION HOUSING
AUTHORITIES

Records of bonds issued for a non-profit
such as a neighborhood association.

OPR or
OFM

OPR

OPR

OFM

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

6 years after vacation.

If delinquent, 7 years
after vacation.

6 years after final
payment

1 year after schedule
suspended. Potential
archival value See
remarks

6 years after
satisfaction of
obligation.

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS60-01-45

GS60-01-46

GS60-01-47

GS60-01-48

13. HOUSING
AUTHORITIES

REMARKS

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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13.51

13.52

13.53

SERIES TITLE AND DESCRIPTION

TENANT APPLICATION CRIMINAL
RECORD CHECKS - HOUSING
AUTHORITIES

Includes criminal conviction records
removed from approved file.

Series revised: Changed retention from 5
years and added information in the
'Remarks' column. - 09/06

TENANT APPLICATION FILES (ELIGIBLE)
HOUSING AUTHORITIES

Series revised: Changed retention period
from 'until placed,' and added CFR
References to Remarks 12/03

TENANT APPLICATION FILES (INELIGIBLE
OR WITHDRAWN) HOUSING
AUTHORITIES

Series revised: Changed retention period
from '3 years' and added CFR References
to Remarks 12/03

TENANT FILES HOUSING AUTHORITIES

Series revised: Changed retention from '6
years after vacation. If delinquent, 7 years
after vacation,' and added CFR References
to Remarks 12/03

OPR or
OFM

OFM

OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Destroy upon
completion of
background check,
challenge, or resulting
litigation, whichever is
longest - See Remarks

Termination of lease
plus 3 years

Application withdrawn
or determined
ineligible plus 3 years

Termination of lease
plus 3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS60-09-49

GS60-01-50

GS60-01-51

GS60-01-52

13. HOUSING
AUTHORITIES

REMARKS

24 CFR 5.903(g) The criminal record
check should be 'Destroyed, once the
purpose(s) for which the record was
requested has been accomplished,
including expiration of the period for
filing a challenge to the PHA action
without institution of a challenge or
final disposition of any such litigation'.

Reference 24 CFR 982.158(f)(1-8), 24
CFR 84.53(b), and 24 CFR 901.155.

Reference 24 CFR 982.158(f)(1-8), 24
CFR 84.53(b), and 24 CFR 901.155.

Reference 24 CFR 982.158(f)(1-8), 24
CFR 84.53(b), and 24 CFR 901.155.
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13.55

13.56

13.57

13.58

SERIES TITLE AND DESCRIPTION

TENANT FILES SECTION 8 HOUSING
AUTHORITIES

Damage claim files, money owing, no
money owing.

TENANT GRIEVANCE FILES HOUSING
AUTHORITIES

TENANT HOUSING SURVEYS AND
CENSUS TABULATIONS HOUSING
AUTHORITIES

TENANT LEASED HOUSING OWNER’S
RECORDS

Includes leases, amendments and
renewals, notices, correspondence,
property change form (owner’s folder
copy and ED copy)

TENANT WAITING LIST PUBLIC
HOUSING

New series 02/04

OPR or
OFM

OPR

OPR

OFM

OPR

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Termination of lease
plus 6 years

Termination of lease
agreement plus 6
years

Destroy when
obsolete or
superseded. Potential
archival value See
remarks

Termination of lease
plus 6 years

Fiscal year plus 3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS60-01-53

GS60-01-54

GS60-01-55

GS60-01-56

GS60-01-61

13. HOUSING
AUTHORITIES

REMARKS

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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13.60

13.61

13.62

SERIES TITLE AND DESCRIPTION

TENANT WAITING LIST SECTION 8
HOUSING

New series 02/04

UTILITIES REVIEW FILES HOUSING
AUTHORITIES

UTILIZATION REPORTS HOUSING
AUTHORITIES

VAN LOADERS MANIFESTS HOUSING
AUTHORITIES

Van loaders manifest for material taken
from inventory to sites for
repairs/maintenance, including
adjustment sheets.

OPR or
OFM

OFM

OPR

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Fiscal year plus 3 years

6 years

3 years. Potential
archival value See
remarks

3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS60-01-62

GS60-01-57

GS60-01-58

GS60-01-59

REMARKS

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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14.

ITEM
NO.

14.1

14.2

14.3

14.4

Irrigation Utilities

SERIES TITLE AND DESCRIPTION

FORECLOSURE FILES IRRIGATION
UTILITIES

LAND OWNER WATER QUALITY
VIOLATION FILES IRRIGATION UTILITIES
Includes landowner water quality plans
submitted to resolve violations.

LAND USE HISTORY FILES IRRIGATION
UTILITIES

Includes water right contracts, permits,
easements, reclassification, water
allotment and other land use
documentation for district service area
organized by section, township and
range.

ESSENTIAL RECORD Needs security
backup - See remarks.

LINE LOCATION REQUESTS IRRIGATION
UTILITIES

OPR
or
OFM

OPR

OPR

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Foreclosure of account
plus 6 years

Resolution plus 6
years - Potential
archival value - See
remarks

Destroy when
obsolete or
superseded - Potential
archival value - See
remarks

1 year

SECONDARY (ALL DISPOSITION

OTHER) RECORD AUTHORITY
COPIES NUMBER

Destroy when | GS50-32-01

obsolete or

superseded

Destroy when | GS50-32-03

obsolete or

superseded

Destroy when | GS50-32-04

obsolete or

superseded

Destroy when | GS50-32-05

obsolete or

superseded

REMARKS

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

14. IRRIGATION IS TINPPN
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14.6

14.7

SERIES TITLE AND DESCRIPTION

WATER DIVERSION REPORTS
IRRIGATION UTILITIES

WATER QUALITY MONITORING DATA
IRRIGATION UTILITIES

WATER USE REPORTS IRRIGATION
UTILITIES

OPR
or
OFM

OPR

OFM

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

6 years - Potential
archival value - See
remarks

3 years - Potential
archival value - See
remarks

6 years - Potential
archival value - See
remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-32-06

GS50-32-07

GS50-32-08

REMARKS

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.
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ITEM
NO.

15.1

15.2

15.3

15. JUVENILE
SERVICES

Juvenile Services

OPR
SERIES TITLE AND DESCRIPTION or
OFM
AUDIO AND VIDEO RECORDINGS OF OFM
JUVENILE COURT PROCEEDINGS
CUSTODY INVESTIGATIONS JUVENILE OFM

SERVICES

Department working files containing
copies of marriage and dissolution
orders, custody orders, petition and
show cause orders, reports of custody
investigations, together with medical
psychological reports, probation
officer’s working papers includes
investigations for other states.

DAILY RECORDINGS OF JUVENILE COURT | OPR
DOCUMENTS

Microfilm copies of individual

documents filed in Juvenile Court

proceedings.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Until expiration of
appeal period

5 years beyond age of
18

PERMANENT, or may
be sealed, expunged
or destroyed at the
request of subjects
who have cleared
diversion
requirements See
remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Permanent
security
backup may
be held at the
State Archives
in Olympia
See remarks

DISPOSITION
AUTHORITY

NUMBER

GS50-28-01

GS50-28-02

GS50-28-03

REMARKS

Reference RCW 26.09.220.

Reference RCW 13.50.050,
Subsections 16 and 17. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
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15.5

15.6

15.7

15.8

15. JUVENILE
SERVICES

SERIES TITLE AND DESCRIPTION

DETENTION LOG JUVENILE SERVICES

ESSENTIAL RECORD - Needs security
backup - See remarks.

DETENTION ROSTER JUVENILE SERVICES
ESSENTIAL RECORD - Needs security
backup - See remarks.

DOCKETS JUVENILE COURT

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

FOSTER CARE FILES JUVENILE SERVICES

GUARDIAN AD-LITUM REPORTS
JUVENILE SERVICES

OPR
or
OFM

OPR

OPR

OPR

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

6 years

1year

PERMANENT, or may
be sealed, expunged
or destroyed at the
request of subjects
who have cleared
diversion
requirements See
remarks

8 years or 3 years
beyond age of 18,
whichever is longer

8 years or 3 years
beyond age of 18,
whichever is longer

SECONDARY (ALL
OTHER) RECORD
COPIES

DISPOSITION
AUTHORITY
NUMBER

Destroy when | GS50-28-04
obsolete or

superseded

Destroy when | GS50-28-05
obsolete or

superseded

Destroy when | GS50-28-06
obsolete or

superseded

Destroy when | GS50-28-07
obsolete or

superseded

Destroy when | GS50-28-08
obsolete or

superseded

REMARKS

This record should be protected from
damage or loss by off-site storage of a
security copy, or by keeping a list that
identifies the location of other copies
inside and outside the agency.

This record should be protected from
damage or loss by off-site storage of a
security copy, or by keeping a list that
identifies the location of other copies
inside and outside the agency.

Reference RCW 13.50.050,
Subsections 16 and 17. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Reference RCW 13.34.136, and
13.34.231.

Reference RCW 13.34.105, and
26.09.220.
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15.10

15.11

15. JUVENILE
SERVICES

SERIES TITLE AND DESCRIPTION

JUVENILE COURT CASE FILE INDEXES

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

JUVENILE COURT CASE FILES
Official documentation of Juvenile Court
hearings and actions

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

MARRIAGE WAIVER JUVENILE SERVICES
Petition to waiver of law prohibiting
marriage before age of 18. May contain
probation officer’s investigation and
recommendations.

Series revised. Deleted comments from
instructions 07/03

OPR
or
OFM

OFM

OPR

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

PERMANENT, or
entries may be
expunged at the
request of subjects
who have cleared
diversion
requirements See
remarks

PERMANENT, or may
be sealed, expunged
or destroyed at the
request of subjects
who have cleared
diversion
requirements See
remarks

5 years beyond age of
18

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER
Destroy when | GS50-28-09
obsolete or
superseded
Destroy when | GS50-28-10
obsolete or
superseded
Destroy when | GS50-28-11
obsolete or
superseded

REMARKS

Reference RCW 13.50.050,
Subsections 16 and 17. The
information in this records series
should be protected from loss or
damage by storage of a security
microfilm backup at the State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Reference RCW 13.50.050, Sub-
sections 16 and 17. The information
in this records series should be
protected from loss or damage by
storage of a security microfilm backup
at the State Archives. Security
microfilm must meet Washington
State Archives technical standards.

Reference RCW 26.04.010.
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ITEM

NO.

SERIES TITLE AND DESCRIPTION

15.12 | MEDICAL HISTORY FILES JUVENILE

SERVICES

ESSENTIAL RECORD - Needs security
backup - See remarks.

Series revised. Deleted comments from
instructions 07/03

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY

OPR | 5 years beyond age of
18

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER
Destroy when | GS50-28-12
obsolete or
superseded

REMARKS

Reference RCW 13.50.050. The
information in this records series
should be protected from loss or
damage by storage of a security
microfilm backup at the State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

15. JUVENILE
SERVICES
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SERIES TITLE AND DESCRIPTION

15.13 | SOCIAL FILES JUVENILE SERVICES
Department working files containing
copies of Court Orders,
medical/psychological reports, pre-
sentence reports, probation officers
working reports, diversion files, and
dependency documentation.

ESSENTIAL RECORD - Needs security
backup - See remarks.

Series revised - added "diversion files" to
Description, revised Primary Record Copy
Retention and Remarks - 07/03

OPR
or
OFM

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

5 years beyond age of
18 except that
Diversion files may
otherwise be
destroyed according
to the provisions of
RCW 13.50.050 (22)
(a) Seeremarks

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER

Destroy when | GS50-28-13
obsolete or
superseded

REMARKS

Reference RCWs 13.34, 13.50.050.22
and 13.50.100. Regarding Juvenile
Diversion Files: RCW
13.50.050(22)(a)"Records may be
routinely destroyed only when the
person the subject of the information
or complaint has attained twenty-
three years of age or older, or is
eighteen years of age or older and his
or her criminal history consists
entirely of one diversion agreement
and two years have passed since
completion of the agreement." The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

15. JUVENILE
SERVICES
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ITEM
NO.

16.1

16.2

SERIES TITLE AND DESCRIPTION

ADMINISTRATIVE APPEALS CASE FILES
Appeals of land use, construction, and
development actions to an agency's
administrative decision maker.

ESSENTIAL RECORD - Needs security

microfilm backup - See Remarks.

Series revised - added Description - 07/05

APPEAL HEARINGS AUDIO/VIDEO
RECORDINGS AND TRANSCRIPTIONS

Series revised Changed retention:

replaced 'settlement' with 'final disposition

01/05

OPR
or
OFM

OPR

OPR

Land Use Planning, Permits and Appeals

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

PERMANENT -
Potential archival
value - See Remarks

6 years after final
disposition of case

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-16B-01

GS50-16B-03

REMARKS

Contact your Regional Archivist before
destroying the original record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch. This records series should be
protected from loss or damage by
offsite storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.

16. LAND USE
PLANNING, PERMITS,
AND APPEALS
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16.4

16.5

OPR
SERIES TITLE AND DESCRIPTION or
OFM

APPEAL HEARINGS CASE FILES
Appeals to a quasi-judicial or judicial
decision maker, e.g. hearing examiner
and legal appeals to court.

OPR

Series revised - changed retention:
replaced 'settlement' with 'final
disposition 01/05

Series revised - added Description; added
to Primary and Secondary Record Copy
retention "Either decision maker or
affected jurisdiction retains" - 07/05

APPLICATIONS AND APPROVAL
DOCUMENTATION FOR BUILDING
CONSTRUCTION AND MODIFICATION
PERMITS

APPROVED CONSTRUCTION DRAWINGS,
PLANS, AND SPECIFICATIONS

OFM

OFM

Series revised: Removed 'Uniform Building
Code reference from Special and or
Disposition Instructions Column 06/04

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Either decision maker
or affected jurisdiction
retains - 6 years after
final disposition of
case

Completion of project
and/or certificate of
occupancy

Completion of project
plus 90 days -
Potential archival
value - See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Either decision
maker or
affected
jurisdiction
retains -
Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

REMARKS

GS50-16B-02

GS50-11-01

GS50-11-03 Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a

Regional Archives branch.

16. LAND USE
PLANNING, PERMITS,
AND APPEALS
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16.7

16.8

SERIES TITLE AND DESCRIPTION

APPROVED CONSTRUCTION SITE PLANS
Show "footprint" of development site.

ESSENTIAL RECORD - Needs security
microfilm backup - See Remarks.

Series revised - changed Title from
"Approved (Binding) Site Plans'; added
Description - 07/05

BUILDING CONSTRUCTION AND
MODIFICATION PERMIT FILES (VALID)
Long term official documentation for all
permitted projects, including permit,
project inspection records, certificate of
occupancy, administrative decisions,
legal actions, statements of alternate
methods of construction, variances, and
special conditions.

ESSENTIAL RECORD - Needs security
microfilm backup - See Remarks.

BUILDING CONSTRUCTION AND
MODIFICATION PERMIT FILES (INVALID)
Permits issued in error in relation to
code or jurisdiction.

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY
OPR | Life of building plus 6

years OR until
subsequent permits
changing the site plan
is issued.

OPR | Life of building plus 6
years
OFM | 3 years

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER
Destroy when | GS50-11-02
obsolete or
superseded
Destroy when | GS50-11-05
obsolete or
superseded
Destroy when | GS50-11-08
obsolete or
superseded

REMARKS

This records series should be
protected from loss or damage by
offsite storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives standards.

This records series should be
protected from loss or damage by
offsite storage of a security microfilm
backup. Security microfilm must meet
Washington State Archives standards.

16. LAND USE
PLANNING, PERMITS,
AND APPEALS
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16.10

16.11

SERIES TITLE AND DESCRIPTION

BUILDING CONSTRUCTION AND
MODIFICATION PERMIT INDEXES

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

BUILDING INSPECTION REPORTS
EXISTING BUILDINGS

CODE COMPLAINT & VIOLATION CASE
FILES

E.g. building, development and land use
complaints, abatement notices, other
notices, and other information created
or compiled during the course of
investigation and resolution of each
alleged violation.

Series revised - deleted "includes" from
Description and added "E.g. building,
development and land use" - 07/05

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY
OFM | PERMANENT -

Potential archival
value - See remarks

OPR | 6years

OPR | 6 years after final

action on violation

SECONDARY (ALL DISPOSITION

OTHER) RECORD AUTHORITY
COPIES NUMBER

Destroy when | GS50-11-06

obsolete or

superseded

Destroy when | GS50-11-07

obsolete or

superseded

Destroy when | GS50-11-04

obsolete or

superseded

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

16. LAND USE
PLANNING, PERMITS,
AND APPEALS
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16.13

SERIES TITLE AND DESCRIPTION

COMPREHENSIVE LAND USE PLAN AND
AMENDMENTS

Includes amendments, and Growth
Management Act appeal
determinations that amend the
Comprehensive Plan. Includes all land
use and zoning regulations for Growth
Management Act and non-Growth
Management Act planning entities.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

Series revised - added to Description
"Includes all land use and zoning
regulations for Growth Management Act
and non-Growth Management Act
planning entities" - 07/05
COMPREHENSIVE LAND USE PLAN
HISTORY FILES
Statutory or locally required record of
agency action leading to adoption of
plan.

Series revised - added Description - 07/05

OPR
or
OFM

OPR

OFM

PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY
RECORD COPY COPIES NUMBER
PERMANENT - Until obsolete | GS50-16-01
Potential archival or superseded
value -See remarks
PERMANENT Destroy when GS50-16-08
Potential archival obsolete or
value See remarks superseded

REMARKS

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

16. LAND USE
PLANNING, PERMITS,
AND APPEALS
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
16.14 CONDITIONAL USE PERMITS OPR | PERMANENT Destroy when | GS50-16B-04 The information in this records series
Includes special use permits or obsolete or should be protected from loss or
equivalent. superseded damage by offsite storage of a
security microfilm backup at State
ESSENTIAL RECORD - Needs security Archives. Security microfilm must
microfilm backup - See remarks. meet Washington State Archives
Series revised - added Description - 07/05 technical standards.
16.15 | CRITICAL (SENSITIVE) AREA OPR | Termination of Destroy when | GS50-11-25
DESIGNATION designation plus 6 obsolete or
Documentation of designation of years superseded

individual parcels of real property as
critical areas.

Note: DAN GS50-11-25 was also assigned
to HISTORIC SITE FILES - NOMINATION
DENIED (which has been changed to DAN
GS50-11-30). 12/2008

New series - 09/05

16. LAND USE
PLANNING, PERMITS,
AND APPEALS
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16.17

SERIES TITLE AND DESCRIPTION

FOREST PRACTICE PERMIT FILES
Documentation of review, approval, and
land inspections related to development
applications that require forest practice
permits.

Note: DAN GS50-11-26 was also assigned
to HISTORIC SITE SPECIAL VALUATION TAX
FILES (which remains in the LGGRRS, and
has been changed to DAN GS50-11-31).
12/2008

New series - 09/05

HISTORIC SITE FILES — DESIGNATED
Files track, monitor and document all
designated historic buildings, landmarks
and districts. Provides a history of
building/landmark/district including
nomination packet, criteria, and
certificate of approval. May also
include request from owners to
change/renovate parts of landmark
which includes photos, public hearings,
agenda, violations, and site visits.

REV: New DAN assigned. (Original DAN
GS50-11-24 was a duplicate.) 12/2008

New series - 03/05

OPR
or
OFM

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Termination of forest
practice designation
plus 6 years - potential
Archival value - See
Remarks

Termination of
designation plus 6
years

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER
Destroy when | GS50-11-26
obsolete or
superseded
Destroy when | GS50-11-29
obsolete or
superseded

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

16. LAND USE
PLANNING, PERMITS,
AND APPEALS
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ITEM
NO.

16.18

16.19

SERIES TITLE AND DESCRIPTION

HISTORIC SITE FILES - NOMINATION
DENIED

Nominations for landmark designation,
which have been denied by the
Landmarks Board.

REV: New DAN assigned. (Original DAN
GS50-11-25 was a duplicate.) 12/2008

New Series — 3/05.

HISTORIC SITE SPECIAL VALUATION TAX
FILES

Files track and monitor landmarks,
which are part of Special Valuation Tax
program per RCW 84.26. Includes
assessment of taxes, agreements,
financial information, and application.

REV: New DAN assigned. (Original DAN
GS50-11-26 was a duplicate.) 12/2008

New series - 03/05.

OPR
or
OFM

OFM

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Denial of nomination
plus 6 years

Termination of special
valuation plus 10 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-11-30

GS50-11-31

REMARKS

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

16. LAND USE
PLANNING, PERMITS,
AND APPEALS
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ITEM
NO.

16.20

SERIES TITLE AND DESCRIPTION

LAND DIVISION AND DEVELOPMENT
BACKGROUND/REFERENCE FILES
Includes all records leading to final
determination. For example, for a
subdivision these records would include
preliminary plat records. Includes land
use developments such as subdivisions
(plat, short plats), planned unit
developments, planned development
districts, binding site plans, master
planned resorts, major industrial
developments, and new fully-contained
communities. Records to include any
critical (sensitive) area designations.

Note: DAN GS50-11-24 was also assigned
to HISTORIC SITE FILES — DESIGNATED
(which remains in the LGGRRS, and has
been changed to DAN GS50-11-29).
12/2008

New series - 07/05.

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY

OFM | 10 years - potential
Archival value - see
Remarks

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER

Destroy when | GS50-11-24
obsolete or
superseded

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

16. LAND USE
PLANNING, PERMITS,
AND APPEALS
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ITEM
NO.

16.21

SERIES TITLE AND DESCRIPTION

LAND DIVISION AND DEVELOPMENT
FINAL DETERMINATION FILES
Documents of final official action
determining land division and
development conditions. Includes land
use developments such as subdivisions
(plats, short plats), planned unit
developments, planned development
districts, binding site plans, master
planned resorts, major industrial
developments, and new fully contained
communities.

Series revised - changed Title from "Major
Land Development Case Files", added first
sentence and revised second sentence of
Description; changed Primary Record Copy
retention from "5 years after completion
of development" - 07/05

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY
OFM | Permanent - Potential

archival value - See
Remarks

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY REMARKS

COPIES NUMBER
Destroy when | GS50-11-11 Contact your Regional Archivist before
obsolete or destroying original record. Records
superseded from this series may be selected to be

transferred to and preserved at a
Regional Archives branch.

16. LAND USE

PLANNING, PERMITS,
AND APPEALS
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
’ OFM RECORD COPY COPIES NUMBER

16.22 | LOCAL GOVERNMENT JURISDICTIONAL OFM | Either decision maker | Either affected | GS52-03A-05 Contact your Regional Archivist before

BOUNDARY CHANGE FILES or affected jurisdiction | jurisdiction or destroying original record. Records
Files for any local government retains - PERMANENT | decision from this series may be selected to be
jurisdictional boundary changes, - potential archival maker retains transferred to and preserved at a
including annexations and value - See Remarks - Destroy Regional Archives branch. The
incorporations. when maps information in this records series
REV: “AS” prefix changed to “GS”. and reference should be protected from loss or
12/2008 files are damage by offsite storage of a
updated security microfilm backup at State

Series revised - changed Title from
"Annexation and Boundary Review Files";
added Description; changed Primary
Record Copy retention information from
"Either the County Assessor or the
Boundary Review Board retains"; added to
Secondary Record Copies retention "Either
affected jurisdiction or decision maker
retains" - 07/05

Archives. Security microfilm must
meet Washington State Archives
technical standards.

16. LAND USE
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
16.23 | LOCAL GOVERNMENT JURISDICTIONAL OPR | PERMANENT - Destroy when | GS50-16-09 Contact your Regional Archivist before
BOUNDARY CHANGE HISTORY FILES Potential archival obsolete or destroying original record. Records
Core documentation of the process of value - See remarks superseded from this series may be selected to be
any agency jurisdictional boundary transferred to and preserved at a
change, including annexation or Regional Archives branch. The
incorporation. information in this records series
should be protected from loss or
ESSENTIAL RECORD - Needs security damage by offsite storage of a
microfilm backup - See Remarks. security microfilm backup at State
Series revised - changed Title from Archives. Security microfilm must
"Annexation History Files"; broadened meet Washington State Archives
Description to include any agency technical standards.
jurisdictional boundary change, including
annexation - 07/05
16.24 | LONG TERM RIGHT-OF-WAY USE OPR | Termination of use Destroy when | GS50-11-22
PERMITS plus 6 years obsolete or
superseded
16. LAND USE

PLANNING, PERMITS, Page 94 of 220

AND APPEALS



Washington State Archives
Office of the Secretary of State

Local Government General Records Retention Schedule (LGGRRS)

Version 5.0 (December 2008)

16.26

SERIES TITLE AND DESCRIPTION

MAPS, DRAWINGS, PHOTOGRAPHS
(OFFICIAL)

Official representation of
comprehensive plan, including urban
growth boundaries, critical area
delineations, zoning boundaries,
shoreline management boundaries, and
other area-wide boundary delineations.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

Series revised - added to Description text
following "Official representation of
comprehensive plan..."; deleted from
Description "Shoreline management, and
zoning boundaries established and/or
enforced by the agency" - 07/05

MAPS, DRAWINGS, PHOTOGRAPHS
(REFERENCE)

[llustrations prepared or collected to
capture background information on
land use conditions for staff reference
and public information. Photographic
negatives may be held in Regional
Archives for permanent preservation
and security backup - See remarks.

OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY
OFM RECORD COPY COPIES NUMBER
OPR | PERMANENT - Until obsolete | GS50-16-02
Potential archival or superseded
value - See remarks
OFM | Until obsolete or Destroy when | GS50-16-03
superseded - Potential | obsolete or
archival value - See superseded

remarks

REMARKS

Photographic negatives may be held
in Regional Archives for permanent
preservation and security backup.
Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Contact your Regional Archivist before
disposing of this record or to discuss
transfer of negatives for permanent
preservation and security backup.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

16. LAND USE
PLANNING, PERMITS,
AND APPEALS
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16.28

16.29

SERIES TITLE AND DESCRIPTION

REFERRED PROJECT FILES

Project plans and statements referred
from other agencies for land use
planning review, including any agency
response.

Series revised - added to Description
"Including any agency response" - 07/05

SEPA (STATE ENVIRONMENTAL POLICY

ACT) DETERMINATION OF SIGNIFICANCE

OR NONSIGNIFICANCE
Includes a Mitigated Determination of
Nonsignificance (MDNS).

ESSENTIAL RECORD - Needs security
microfilm backup - See Remarks.

Series revised - added to Description
"Includes a Mitigated Determination of
Nonsignificance (MDNS)" - 07/05
SEPA (STATE ENVIRONMENTAL POLICY
ACT) ENVIRONMENTAL CHECKLIST

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY
OFM | 3 years

OPR | PERMANENT

OPR | Life of approved
activity

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY

NUMBER

GS50-16-04

GS50-11-13

GS50-11-14

REMARKS

The information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

The information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

16. LAND USE
PLANNING, PERMITS,
AND APPEALS
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16.31

SERIES TITLE AND DESCRIPTION

SEPA (STATE ENVIRONMENTAL POLICY
ACT) ENVIRONMENTAL IMPACT
STATEMENTS

Submitted to and accepted by the
agency as part of its building code
enforcement duties.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

SHORELINE MANAGEMENT MASTER
PLAN AND AMENDMENTS

ESSENTIAL RECORD - Needs security
microfilm backup - See Remarks.

Series revised - changed Title from
"Shoreline Management Program Plan and
Amendments" - 07/05

OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY
OFM RECORD COPY COPIES NUMBER
OPR | Life of approved Destroy when | GS50-11-17
activity - Potential obsolete or
archival value - See superseded
remarks
OPR | PERMANENT - Destroy when | GS50-16-05
Potential Archival obsolete or
value - See Remarks superseded

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

16. LAND USE
PLANNING, PERMITS,
AND APPEALS
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16.33

16.34

SERIES TITLE AND DESCRIPTION

SHORELINE SUBSTANTIAL
DEVELOPMENT PERMITS

ESSENTIAL RECORD - Needs security
microfilm backup - See Remarks.

Series revised - changed Title from
"Shoreline Management Program Plan and
Amendments" - 07/05

TEMPORARY PERMITS
Moving, log hauling, demolition,
blasting, right of way use, et al.

Series revised - changed Primary Record
Copy retention from "3 years" - 07/05

TRANSITORY BUILDING CONSTRUCTION
AND MODIFICATION PERMIT
PROCESSING RECORDS

Does not include permit application
records.

Series revised - added Description - 07/05

OPR
or
OFM

OPR

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Life of approved
activity - Potential
archival value - See
remarks

Conclusion of permit
period or activity plus
3 years

Until permit issued

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER
Destroy when | GS50-11-15
obsolete or
superseded
Destroy when | GS50-11-18
obsolete or
superseded
Destroy when | GS50-11-19
obsolete or
superseded

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

16. LAND USE
PLANNING, PERMITS,
AND APPEALS
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
16.35 | UTILITY PERMIT FILES OPR | Termination of permit | Destroy when | GS50-16B-19
Records document the issuance for the plus 6 years obsolete or
installation, modification, and removal superseded
of utility support in the public right-of-
way. Records may include permit
application, copies of the permit, plans,
and inspection reports.
New series 09/04
16.36 WATER AVAILABILITY VERIFICATION OFM | 2 years Destroy when | GS50-11-27
REV: New DAN assigned. (Original DAN obsolete or
GS50-11-21 was a duplicate.) 12/2008 superseded
16.37 | WITHDRAWN OR ABANDONED LAND OFM | Destroy after permit Destroy when | GS50-11-23
USE, BUILDING CONSTRUCTION, AND abandoned or obsolete or
MODIFICATION PERMIT APPLICATIONS, withdrawn superseded
APPEALS, LAND USE DEVELOPMENT,
LAND DIVISION, AND SUPPORT
DOCUMENTATION
May include permits issued but work
not started within 180 days.
Series revised - Added series description,
reduced retention from 3 years and added
code number to remarks column 04/04
Series revised - added to Title "Land Use
Development, Land Division" - 07/05
16. LAND USE
PLANNING, PERMITS, Page 99 of 220

AND APPEALS



Washington State Archives
Office of the Secretary of State

Local Government General Records Retention Schedule (LGGRRS)

Version 5.0 (December 2008)

TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
16.38 ZONING AND LAND USE EXCEPTIONS / OPR | PERMANENT Destroy when | GS50-11-21 The information in this records series
WAIVERS obsolete or should be protected from loss or
May include permits issued but work superseded damage by offsite storage of a

not started within 180 days. security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives

technical standards.

ESSENTIAL RECORD - Needs security
microfilm backup - See Remarks.

Note: DAN GS50-11-21 was also assigned
to WATER AVAILABILITY VERIFICATION
(which has been changed to DAN GS50-
11-27) and WATER AVAILABILITY/SEWER
SYSTEM HOOKUP REQUEST FORMS (which
has been changed to DAN GS55-06A-36).
12/2008

Series revised - changed Title from "Zoning
Exceptions/Waivers"; added Description -
07/05

16. LAND USE
PLANNING, PERMITS,
AND APPEALS
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17.

ITEM
NO.

17.1

17.2

17.3

17.4

17.5

17.6

Library
SERIES TITLE AND DESCRIPTION

CATALOG — LIBRARY

ESSENTIAL RECORD - Needs security
backup - See remarks.

CIRCULATION DOCUMENTATION -
LIBRARY

CIRCULATION STATISTICAL REPORTS -
LIBRARY

COMPLAINTS ABOUT OR REQUESTS
FOR LIBRARY SERVICE

FINE AND LOST BOOK REIMBURSEMENT
ACCOUNTS

INTERLIBRARY LOAN DOCUMENTATION
For materials lent or borrowed through
agency's library.

ESSENTIAL RECORD - Needs security
backup - See remarks.

OPR
or
OFM

OFM

OFM

OFM

OFM

OPR

OPR

17. LIBRARY

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

5 years

Action taken plus 1
year

6 years

Return of loaned
material plus 6 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-12A-01

GS50-12A-02

GS50-12A-03

GS50-12A-04

GS50-12A-05

GS50-12A-06

REMARKS

This record should be protected from

damage or loss by off-site storage of a
security copy, or by keeping a list that
identifies the locations of other copies
inside or outside the agency.

This record should be protected from
damage or loss by off-site storage of a
security copy, or by keeping a list that
identifies the locations of other copies
inside or outside the agency.
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
17.7 PETTY CASH RECORD - LIBRARY OPR | 6years Destroy when | GS50-12A-07
obsolete or
superseded
17.8 SHELF LIST / INVENTORY OF HOLDINGS OFM | Destroy when Destroy when | GS50-12A-08 This record should be protected from
— LIBRARY superseded plus obsolete or damage or loss by off-site storage of a
completion of State superseded security copy, or by keeping a list that
ESSENTIAL RECORD - Needs security Auditor’s examination identifies the locations of other copies
backup - See remarks. report inside or outside the agency.
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18. Licenses, Permits, Fees and Taxes

ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
18.1 | AUDIT FILES OPR | Audit Completed plus | Destroy when | GS50-12D-14
Audits of businesses completed to 10 years. obsolete or
ensure compliance with tax regulations. superseded
Files include correspondence, working
papers, history of business, narrative of
audit, gross income of business,
deductions and business finance
summary.
New series - 07/03
18.2 AUDIT STATISTIC LOG OPR | End of Calendar year Destroy when | GS50-12D-16
Statistics on completed audits per year. plus 10 years obsolete or
Used to evaluate audit selection superseded

methodology for 2 audit cycles (each
audit cycle is a five year period).
Includes time spent on audit, audit
results, date completed, who completed
audit.

New series-07/03

18. LICENSES, PERMITS, Page 103 of 220
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
18.3 BUSINESS LICENSE ENFORCEMENT OFM | Until Inspection Destroy when | GS50-12D-24
INSPECTIONS Complete or Violations | obsolete or
Inspections of businesses licensed in an Resolved superseded
agency's jurisdiction to ensure
compliance with Municipal Code and
licensing regulations. Information is
input into database to create notices to
comply and fix violations. Re-inspection
is only done if violations are found.
Includes inspection notes, notices to
comply, etc.
New Series - 07/03
18.4 BUSINESS LICENSES OPR | Expiration plus 6 years | Destroy when | GS50-12D-06 Potential Archival Value
Application to run businesses within an obsolete or
agency's jurisdiction. Includes original superseded

application to start business and any
relevant correspondence.

Series Revised - 07/03

18. LICENSES, PERMITS, Page 104 of 220
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18.6

SERIES TITLE AND DESCRIPTION

BUSINESS LICENSES - REGULATORY AND
PERSONAL

Applications for businesses operating
within the agency's jurisdiction that
need to be regulated (i.e. occupations,
professional or personal licenses) . Files
may include applications, background
checks, appeals, hearings, suspensions
and photographs.

Series Revised - 07/03

BUSINESS LICENSES RENEWALS

Forms document businesses that are
renewing their license to operate within
an agency's jurisdiction. Includes
correspondence from business for
changes to business, renewal form,
notice of closure, etc.

New Series - 07/03

OPR PRIMARY (SOURCE SECONDARY (ALL
or DOCUMENT/ORIGINAL) OTHER) RECORD
OFM RECORD COPY COPIES

Destroy when
obsolete or
superseded

OPR | Expiration of Licenses
plus 6 years

OPR | End of License Year
plus 6 years

Destroy when
obsolete or
superseded.

DISPOSITION
AUTHORITY
NUMBER

GS50-12D-12

GS50-12D-23

REMARKS

18. LICENSES, PERMITS,
FEES & TAXES
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER

18.7 BUSINESS TAX REFUND FILES OPR | Refund issued or Destroy when | GS50-12D-18

Requests for refund of overpayment on denied plus 6 years obsolete or

qguarterly or annual business taxes. Files superseded

may include request, copy of tax forms,

supporting documents, review,

justification for refund, approval, and

signatures.

New Series - 07/03

New series-07/03

18.8 CALIBRATION OF FIELD TEST OPR | Completion of testing | Destroy when | GS50-12D-20

STANDARDS plus 6 years obsolete or

Documents issued by State of WA superseded

metrology lab certifying field test

weights and measures used by

inspectors.

New series-07/03

18.9 DOMESTIC PARTNERSHIP OFM | 3 years plus next audit | Destroy when | GS50-01-40

REGISTRATION DOCUMENTATION obsolete or

Notarized application signed by both superseded

applicants that wish to register a
domestic partnership, accompanied by
a registration fee. May include
certificate and termination form.

New Series - May 2002
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18.11

18.12

SERIES TITLE AND DESCRIPTION

DRINKING WATER SYSTEM PERMIT FILES
Permit and monitoring report for
drinking water, required for continuous
system operation. Monitoring
requirements of water systems are to
ensure safe drinking water standards
which are set by Washington State
Department of Health.

REV: New DAN assigned. (Original DAN
GS50-12D-21 was a duplicate.) 12/2008

New series 09/04.

FINAL AUDIT REPORTS

Final report of completed audits.
Reports describe all findings and audit
results and recommendations.

New series-07/03

MONTHLY REPORT OF FEE AND TAX
COLLECTIONS

OPR
or
OFM

OPR

OPR

OFM

PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
RECORD COPY COPIES NUMBER

Termination of permit | Destroy when | GS50-12D-27
plus 6 years obsolete or
superseded

Audit Completed plus | Destroy when | GS50-12D-15 Archival

10 years obsolete or
superseded

3 years Destroy when | GS50-12D-09
obsolete or
superseded
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
’ OFM RECORD COPY COPIES NUMBER

18.13 NON-BUSINESS LICENSES AND PERMITS | OPR | Expiration plus 3 years | Destroy when | GS50-12D-10
Application form, stub, or copy of obsolete or
licenses and permits for pet and bicycle superseded
owners, parades or public gatherings,
temporary use of public facilities,
displays, and other non-business or
occupation activities within the agency's

jurisdiction.

18.14 PASSPORT APPLICATION TRANSMITTALS | OPR | 6vyears Destroy when | GS50-12D-22
Documentation of the transmittal of obsolete or
passport applications to the United superseded

States State Department's Passport
Office by local government agencies
acting as passport acceptance agencies.

New series - 01/06

18.15 | PERSONAL LICENSE VIOLATIONS OPR | Completion of Destroy when | GS50-12D-17
Files document the investigation into suspension plus 6 obsolete or
violations of the business code by years superseded

individuals holding a personal license.
Includes incident report,
correspondence, hearing examiner
information, final decisions, monitoring
information, etc.

New series-07/03
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18.17

OPR PRIMARY (SOURCE
SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL)
OFM RECORD COPY
REGISTERS OF LICENSES OR PERMITS OFM | Expiration of last entry

ISSUED plus 6 years - Potential
archival value - See

remarks

TAXICAB AND FOR-HIRE VEHICLE
LICENSE FILES

Taxicab license application package for
annual renewal, change of owner,
change of equipment, change of
association, and change of number.
Includes taxicab license files for King
County as provided by a 1995
cooperative agreement. Application
packet includes: license application,
vehicle registration, for-hire certificate,
safety inspection report issued by ASE-
certified mechanic, and evidence of
insurance (policy declarations,
endorsement, binders). May also
include: taxicab license, release of
interest, power of attorney
authorization, license action forms
(suspension, revocation, denial).
Records may be contained in database
or hard copy.

OFM | Expiration of Permit

plus 6 years.

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded.

DISPOSITION
AUTHORITY
NUMBER

GS50-12D-13

GS50-12D-25

REMARKS

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

Potential Archival Value

18. LICENSES, PERMITS,
FEES & TAXES
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TEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
18.18 TAXICAB INDUSTRY ENFORCEMENT OPR | Completion of Destroy when | GS50-12D-26
RECORDS Suspension plus 6 obsolete or
Taxicab inspection records including: years superseded.

taxicab safety inspections and taximeter
tests. Records include taxicab field
enforcement logs, notice of violation
forms (association, owner, driver),
summary suspension forms, license
action forms, passenger complaints and
decisions on appeal.
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18.19

OPR PRIMARY (SOURCE
SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL)
OFM RECORD COPY
WEIGHING AND MEASURING DEVICE OPR | Completion of

INSPECTIONS

Inspection and testing of retail motor-
fuel dispensers, scales, vehicle-tank
meters, taxi meters, mass flow meters,
length-measuring devices, timing
devices, and other weighing and
measuring devices used commercially.
Inspections are performed at the Test
Station or on location in order to verify
compliance with allowable tolerances
and other technical standards.
Inspection reports include description
of inspection, results, and corrective
actions required. Also includes
inspection reports for price scanning
systems and checking net contents of
packaged goods.

inspection plus 6 years

New series-07/03

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY REMARKS
COPIES NUMBER
Destroy when | GS50-12D-19
obsolete or
superseded

18. LICENSES, PERMITS,
FEES & TAXES
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
18.20 | WEIGHTS AND MEASURES OPR | Case closed or Destroy when | GS50-12D-21
ENFORCEMENT FILES resolved plus 6 years obsolete or
Criminal complaints (for misdemeanor superseded

violations), off-sale orders, out-of-
service orders and correspondence.
Includes consumer complaints.

Note: DAN GS50-12D-21 was also
assigned to DRINKING WATER SYSTEM
PERMIT FILES (which has been changed to
DAN GS50-12D-27). 12/2008

New series-07/03
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19. Noxious Weed Control

ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
19.1 | APPEAL OF ENFORCEMENT ACTION - OFM | County Clerk holds 3 years after GS58-05-01 Reference RCW 17.10.180.
NOXIOUS WEED CONTROL primary copy case closed
19.2 APPEAL OF INFRACTION PENALTY - OFM | County Clerk holds 3 years after GS58-05-02 Reference RCW 17.10.330.
NOXIOUS WEED CONTROL primary copy case closed
19.3 CONTROL ACTIONS - NOXIOUS WEED OPR | 6years Destroy when | GS58-05-03 Reference RCW 17.10.170.
CONTROL obsolete or
Includes Numeric Log, Affidavit of superseded
Control, and Request for Hearing,
Authorization for Representation,
Notice of Hearing, Hearing
Determination Conclusions, Certified
and Return Receipt Slips, Liens, Lien
Release-Partial, Lien Release-
Unconditional, Landowner Payment
Receipts, and back-up documentation.
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19.5

19.6

19.7

19.8

OPR
SERIES TITLE AND DESCRIPTION or
OFM

FIELD INSPECTION RECORDS - NOXIOUS
WEED CONTROL

Includes Numeric Log, Public Complaints
of Weeds, Field Inspection Notice, Entry
Notification Forms, Infestation Location
Maps, and Dominance Rating Form,
Control Postcards returned, and back-
up documentation.

INFRACTION REPORTS - ASSESSMENT
OF PENALTY - NOXIOUS WEED
CONTROL

INFRACTION REPORTS -
DETERMINATION HEARING - NOXIOUS
WEED CONTROL

INFRACTION REPORTS - NOTICE OF
INFRACTION - NOXIOUS WEED
CONTROL

LANDOWNER PAYMENT RECEIPTS -
NOXIOUS WEED CONTROL

OPR

OFM

OPR

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY
6 years Potential
archival value See
remarks

District Court has
primary copy

6 years

District Court has
primary copy

County Treasurer has
primary copy

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

3 years

Destroy when
obsolete or
superseded

6 years

6 years

19. NOXIOUS WEED

CONTROL

DISPOSITION
AUTHORITY
NUMBER

GS58-05-04

GS58-05-05

GS58-05-06

GS58-05-07

GS58-05-08

REMARKS

Reference RCW 17.10.160 and
17.10.170. Please contact your
Regional Archivist before disposing of
this record. Records from this series
may be selected to be transferred to
and preserved at a Regional Archives
branch.

Reference RCW 17.10.350.

Reference RCW 17.10.330.

Reference RCW 17.10.310 and RCW

17.10.320.

Reference RCW 17.10.170.
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
19.9 SEARCH WARRANTS - NOXIOUS WEED OPR | 6years Destroy when | GS58-05-09 Reference RCW 17.10.160.
CONTROL obsolete or
Includes Numeric Log, Affidavit of superseded
Warrant to Enter, Warrant to Enter,
Report of Agency and Inspection Result,
Physical Evidence Collection Form, and
Physical Evidence in Custody.
19.10 WEED CONTROL NOTIFICATION OPR | 6years Destroy when | GS58-05-10 Reference RCW 17.10.170.
Includes Numeric Log, Field Inspection, obsolete or
Weed Control Notice, Affidavit of superseded

Mailing, Certified and Return Receipt
Slips, Infestation Location Maps,
Dominance Rating Forms, Entry
Notification Forms, Public Complaints of
Weeds, Control Postcards returned, and
back-up documentation.
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20.

ITEM
NO.

20.1

20.2

20.3

20.4

20.5

Parks and Recreation

SERIES TITLE AND DESCRIPTION

CONSTRUCTION & PLANNING PROJECT
FILES PARKS AND RECREATION

DESIGN STANDARDS REFERENCE FILE
PARKS AND RECREATION

ESSENTIAL RECORD - Needs security
backup - See remarks.

FACILITIES USE PERMITS PARKS AND
RECREATION

GIFTS AND DONATIONS INFORMATION
FILES PARKS AND RECREATION

HORTICULTURE ACTIVITY AND PROJECT
FILE PARKS AND RECREATION

OPR
or
OFM

OPR

OFM

OFM

OPR

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Completion of project
plus 6 years - Potential
archival value - See
remarks

Keep until revised or
superseded

3 years

PERMANENT

Completion of project
plus 5 years - Potential
archival value - See
remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-13C-02

GS50-13C-03

GS50-13C-04

GS50-13C-05

GS50-13C-06

20. PARKS AND
RECREATION

REMARKS

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

This record should be protected from

damage or loss by off-site storage of a
security copy, or by keeping a list that
identifies the locations of other copies
inside and outside the agency.

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.
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20.7

SERIES TITLE AND DESCRIPTION

PARK MAPS

May include park boundaries, facilities,
landscaping, topography, and other
pertinent information.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

PROGRAM SCHEDULES PARKS AND
RECREATION

OPR
or
OFM

OPR

OFM

PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY
RECORD COPY COPIES NUMBER

PERMANENT - Destroy when | GS50-13C-07
Potential archival obsolete or
value - See remarks superseded
Destroy when Destroy when | GS50-13C-09
superseded plus obsolete or
completion of State superseded
Auditor’s examination
report

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
20.8 PROJECT PLANS, AND DRAWINGS PARKS | OPR | PERMANENT - Destroy when | GS50-13C-10 Contact your Regional Archivist before
AND RECREATION Potential archival obsolete or destroying original record. Records
ESSENTIAL RECORD - Needs security value - See remarks superseded from this series may be selected to be
microfilm backup - See remarks. transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
20.9 RECREATION CLASS ATTENDANCE OPR | 6 years after class Destroy when | GS50-13C-19
RECORDS completion obsolete or
May include class rosters, original sign- superseded
up sheets, registration forms,
worksheets, reports, emergency
information, waiver of liability, etc.
Used for attendance and refund
purposes.
New Series 05/02
20.10 | RECREATION PROGRAM FILES OFM | Until obsolete or Destroy when | GS50-13C-13 Contact your Regional Archivist before
superseded -Potential | obsolete or disposing of this record. Records from
archival value -See superseded this series may be selected to be
remarks transferred to and preserved at a

Regional Archives branch.
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20.12

20.13

SERIES TITLE AND DESCRIPTION

RECREATION SCHOLARSHIP
APPLICATIONS APPROVED

RECREATION SCHOLARSHIP
APPLICATIONS NOT APPROVED

SPORTS LEAGUES PERMITS

OPR
or
OFM

OPR

OFM

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

6 years

Until completion of
approval process plus
30 days

Expiration plus 6 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-13C-17

GS50-13C-18

GS50-13C-16

REMARKS

20. PARKS AND
RECREATION
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21.

ITEM
NO.

21.1

21.2

21.3

21.4

Port Districts

SERIES TITLE AND DESCRIPTION

AIRLINE STATISTICS

AIRPORT CERTIFICATION FILES

ESSENTIAL RECORD - Needs security
microfilm backup - See Remarks.

CARGO HANDLING AND STORAGE
DOCUMENTATION

Inventories, delivery and receiving
records, orders, tonnage reports, stock
transfers, warehouse receipts.

CIVIL AERONAUTICS BOARD DOCKETS
AND RELATED FILES

OPR
or
OFM

OFM

OPR

OPR

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

3 years - Potential
archival value - See
remarks

PERMANENT

6 years

5 years - Potential
archival value - See
remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-04-01

GS55-04-02

GS55-04-03

GS55-04-04

REMARKS

Please contact your Regional Archivist
before destroying the original record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

The information in this records series
should be protected from loss or
damage by storage of a security
microfilm backup at the State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Please contact your Regional Archivist
before destroying the original record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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21.6

21.7

21.8

21.9

21.10

SERIES TITLE AND DESCRIPTION

COLD STORAGE TIME AND
TEMPERATURE RECORDS

CUSTOMER BILLINGS PORT DISTRICTS

CUSTOMER FILES PORT DISTRICTS
Includes applications and contracts.

F.A.A. REGULATORY FILES

FOREIGN TRADE ZONE APPLICATION

INTERNATIONAL CUSTOMS REPORTS

OPR
or
OFM

OPR

OPR

OPR

OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

6 years

6 years

6 years after
termination of
agreement - Potential
archival value - See
remarks

5 years

Department of
Commerce keeps
PERMANENT -
Potential archival
value - See remarks

5 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-04-05

GS55-04-06

GS55-04-07

GS55-04-08

GS55-04-09

GS55-04-10

REMARKS

Please contact your Regional Archivist
before destroying the original record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

Please contact your Regional Archivist
before destroying the original record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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21.12

21.13

21.14

21.15

21.16

SERIES TITLE AND DESCRIPTION

LANDING FEE REPORTS

LONGSHORE WORK REPORTS AND
PAYROLL

PASSENGER FACILITIES CHARGES PORT
DISTRICTS

TARIFF MEMORANDUM -
Documentation of tariffs and history of
tariff changes.

TRANSIENT AIRCRAFT FILES
Billing, landing fees, gate usage, and
ticket counter fees.

VESSEL FILES
Cargo manifests, bills of lading
discharge list, dockage report.

OPR
or
OFM

OPR

OFM

OPR

OFM

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

6 years

Pacific Maritime
Association retains
primary copy

6 years

Destroy when
obsolete or
superseded

6 years

6 years - Potential
archival value - See
remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-04-11

GS55-04-12

GS55-04-13

GS55-04-14

GS55-04-15

GS55-04-16

REMARKS

Please contact your Regional Archivist
before destroying the original records
of passenger manifests and dockage
reports. Records from this series may
be selected to be transferred to and
preserved at a Regional Archives
branch.
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ITEM

NO SERIES TITLE AND DESCRIPTION

21.17 | VESSEL LOGS
Record of each visit by vessel.

OPR
or
OFM

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Retain 6 years after
last entry in log -
Potential archival
value - See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

DISPOSITION
AUTHORITY
NUMBER

GS55-04-17

REMARKS

Please contact your Regional Archivist
before destroying the original record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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ITEM
NO.

22.1

22.2

22.3

22. PROSECUTING
ATTORNEY

Prosecuting Attorney

OPR
SERIES TITLE AND DESCRIPTION or
OFM
ANNUAL REPORT TO STATE LIQUOR OFM
CONTROL BOARD
CIVIL LITIGATION FILES OFM
Working copies or court documents and
police records, plus notes,
correspondence, and other items
related to processing civil cases as a
defendant or plaintiff.
REV: New DAN assigned. (Original DAN
GS53-02-04 was a duplicate.) 12/2008
CIVIL TOPICAL AND WORKING FILES OFM

Reference and working files compiled
on various agencies, issues, and subjects
by the Prosecutor and/or deputies in
the process of acting as legal counsel for
county government agencies, elected
officials, commissions, and related
bodies.

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Liquor Control Board
PERMANENT

Official court of record
PERMANENT

Destroy when
obsolete or
superseded. Potential
archival value see
remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Prosecutor 2
years

Prosecutor 10
years after
case closed -
Potential
archival value
See remarks

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS52-07-01

GS52-07-15

GS52-07-03

REMARKS

Limitation of Action RCW 4.16.020(2).
Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred and preserved at the
Regional Archives.

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred and preserved at the
Regional Archives.
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SERIES TITLE AND DESCRIPTION

CRIMINAL CASE FILES - ADULTS -
PROSECUTING ATTORNEY

Contains working copies of items in
official court of record and police files,
plus notes, correspondence, and other
documents related to prosecution of
felonies and misdemeanor cases.

E. CASES DECLINED

CRIMINAL CASE FILES - ADULTS -
PROSECUTING ATTORNEY

Contains working copies of items in
official court of record and police files,
plus notes, correspondence, and other
documents related to prosecution of
felonies and misdemeanor cases.

A. CLASS 'A' FELONIES / MAJOR CASES-
CONVICTIONS - Adult murder,
manslaughter, vehicular homicide,
kidnapping, assault 1, and sex offender
cases.

22.5

OPR
or
OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Law enforcement
agency - varies

Official court of record
PERMANENT. (Police
reports held by law
enforcement agency)

SECONDARY (ALL
OTHER) RECORD
COPIES

Prosecutor - 3
years

Prosecutor 20
years after
sentencing*

DISPOSITION
AUTHORITY
NUMBER

GS52-07-04E

GS52-07-04A

REMARKS

*NOTE: Sex offender and other
'special cases' may be designated by
the prosecutor for longer retention.
Please reference RCW 40.14.070.2.

22. PROSECUTING
ATTORNEY
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
22.6 CRIMINAL CASE FILES - ADULTS - OFM | Official court of record | Prosecutor - GS52-07-04B *NOTE: Sex offender and other

PROSECUTING ATTORNEY PERMANENT. (Police 10 years after "special cases" may be designated by
Contains working copies of items in reports held by law sentencing* the prosecutor for longer retention.
official court of record and police files, enforcement agency) Please reference RCE 40.14.070.2.
plus notes, correspondence, and other
documents related to prosecution of
felonies and misdemeanor cases.
B. CLASS 'B' FELONY CONVICTIONS

Series revised - Added 'CONVICTIONS' to

title and changed secondary record copy

retention from 'case dismissed or

acquittal." 09/02

22.7 CRIMINAL CASE FILES - ADULTS - OFM | Official court of record | Prosecutor-5 | GS52-07-04C

PROSECUTING ATTORNEY PERMANENT. (Police years after
Contains working copies of items in reports held by law sentencing
official court of record and police files, enforcement agency)

plus notes, correspondence, and other
documents related to prosecution of
felonies and misdemeanor cases.

C. CLASS 'C' FELONIES AND DUI
CONVICTIONS

Series revised Added 'CONVICTIONS' to
title -09/02
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22.9

22. PROSECUTING
ATTORNEY

OPR
SERIES TITLE AND DESCRIPTION or

OFM

CRIMINAL CASE FILES - ADULTS - OFM

PROSECUTING ATTORNEY

Contains working copies of items in
official court of record and police files,
plus notes, correspondence, and other
documents related to prosecution of
felonies and misdemeanor cases.

D. CASES DISMISSED AND ACQUITTALS

Series revised. Changed secondary record
copy retention from 'sentencing.'

CRIMINAL CASE FILES - ADULTS - OFM
PROSECUTING ATTORNEY

Contains working copies of items in

official court of record and police files,

plus notes, correspondence, and other
documents related to prosecution of

felonies and misdemeanor cases.

F. MISDEMEANORS AND GROSS
MISDEMEANORS

New Series 07/02

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Official court of record
PERMANENT. (Police
reports held by law
enforcement agency)

Official court of record
retains primary copy
(Police reports held by
law enforcement
agency)

SECONDARY (ALL

OTHER) RECORD
COPIES

Prosecutor - 3
years after

case dismissed

or acquittal

Prosecutor - 3
years after
sentencing

DISPOSITION
AUTHORITY
NUMBER

GS52-07-04D

GS52-07-04F

REMARKS
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
22.10 | CRIMINAL CASE FILES — JUVENILES OFM | Law enforcement Prosecutor- 3 | GS52-07-05E
Contains working copies of items in agency - varies years
official court of record and police files,
plus notes, correspondence, and other
documents related to prosecution of
felonies and misdemeanor cases.
E. CASES DECLINED
22.11 | CRIMINAL CASE FILES — JUVENILES OFM | Official court of record | Prosecutor 20 | GS52-07-05A *NOTE: Sex offender and other
Contains working copies of items in PERMANENT. (Police years after 'special cases' may be designated by
official court of record and police files, reports held by law sentencing* the prosecutor for longer retention.
plus notes, correspondence, and other enforcement agency) Please reference RCW 40.14.070.2.

documents related to prosecution of
felonies and misdemeanor cases.

A. CLASS 'A' FELONIES / MAJOR CASES-
CONVICTIONS - Murder, manslaughter,
vehicular homicide, kidnapping, assault
1, and sex offender cases.
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
22.12 | CRIMINAL CASE FILES — JUVENILES OFM | Official court of record | Prosecutor - GS52-07-05B
Contains working copies of items in PERMANENT. (Police 10 years after
official court of record and police files, reports held by law sentencing*
plus notes, correspondence, and other enforcement agency)
documents related to prosecution of
felonies and misdemeanor cases.
B. CLASS 'B' FELONY CONVICTIONS
Series revised Added 'CONVICTIONS' to
title and changed secondary record copy
retention from 'case dismissed or
acquittal." 09/02
22.13 | CRIMINAL CASE FILES — JUVENILES OFM | Official court of record | Prosecutor-5 | GS52-07-05C
Contains working copies of items in PERMANENT. (Police years after
official court of record and police files, reports held by law sentencing
plus notes, correspondence, and other enforcement agency)

documents related to prosecution of
felonies and misdemeanor cases.

C. CLASS 'C' FELONY AND DUI
CONVICTIONS

Series revised - Added 'CONVICTIONS' to
title 09/02
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22.15

22.16

22. PROSECUTING
ATTORNEY

SERIES TITLE AND DESCRIPTION

CRIMINAL CASE FILES — JUVENILES
Contains working copies of items in
official court of record and police files,
plus notes, correspondence, and other
documents related to prosecution of
felonies and misdemeanor cases.

D. CASES DISMISSED AND ACQUITTALS

Series revised - Changed secondary record
copy retention from 'sentencing.' 09/02

CRIMINAL CASE FILES — JUVENILES
Contains working copies of items in
official court of record and police files,
plus notes, correspondence, and other
documents related to prosecution of
felonies and misdemeanor cases.

F. MISDEMEANORS AND GROSS
MISDEMEANORS

New Series 06/02

DISTRICT COURT CASE FILES
B. DUI

OPR
or
OFM

OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Official court of record
PERMANENT. (Police
reports held by law
enforcement agency)

Official court of record
retains primary copy
(Police reports held by
law enforcement
agency)

District court/DISCIS -
PERMANENT

SECONDARY (ALL

OTHER) RECORD
COPIES

Prosecutor - 3
years after

case dismissed

or acquittal

Prosecutor - 3
years after
sentencing

Prosecutor - 5
years

DISPOSITION
AUTHORITY
NUMBER

GS52-07-05D

GS52-07-05F

GS52-07-07B

REMARKS
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22.18

22.19

22.20

22. PROSECUTING
ATTORNEY

SERIES TITLE AND DESCRIPTION

DISTRICT COURT CASE FILES
D. INFRACTIONS AND MISDEMEANORS

DISTRICT COURT CASE FILES

A. CRIMINAL CASES FOR WHICH
PERMANENT ORDERS HAVE BEEN
GRANTED - Physical control deferred
prosecution, assault, anti-harassment,
domestic violence

DISTRICT COURT CASE FILES

C. CRIMINAL CASES FOR WHICH
PERMANENT ORDERS HAVE NOT BEEN
GRANTED - Physical control deferred
prosecution, assault, anti-harassment,
domestic violence

DISTRICT COURT CASE FILES
E. CIVIL CASE FILES

OPR
or
OFM

OFM

OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

District court/DISCIS -
3 years after final
disposition

District court/DISCIS -
PERMANENT

District court/DISCIS -
PERMANENT

District court/DISCIS -
10 years after date of
Unsatisfied Judgment;
3 years for case
dismissed or judgment
satisfied

SECONDARY (ALL
OTHER) RECORD
COPIES

Prosecutor -
30 days after
case
sentencing,
dismissed, or
declined

Prosecutor -3
years after
case
sentencing,
dismissed, or
declined

Prosecutor -
30 days after
case
sentencing,
dismissed, or
declined

Prosecutor -
30 days after
case
sentencing,
dismissed, or
declined

DISPOSITION
AUTHORITY
NUMBER

GS52-07-07D

GS52-07-07A

GS52-07-07C

GS52-07-07E

REMARKS
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22.22

22.23

22.24

22.25

22.26

22. PROSECUTING
ATTORNEY

SERIES TITLE AND DESCRIPTION

EXTRADITIONS

FAMILY LAW FILES
A. PATERNITY CASE FILES

FAMILY LAW FILES
B. IV-D PROGRAM FILES

FAMILY LAW FILES
C. SUPPORT ENFORCEMENT FILES

FAMILY LAW FILES
E. DEPENDENCY CASE FILES

FAMILY LAW FILES

D. SUPPORT MODIFICATION,
CONTEMPT, AND DISSOLUTION
RESPONSE FILES

OPR
or
OFM

OFM

OFM

OFM

OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

1year

Superior Court Clerk -
PERMANENT

Washington state
Department of Social
and Health Services

Superior Court Clerk -
PERMANENT

Superior Court Clerk -
PERMANENT

Superior Court Clerk -
PERMANENT

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Prosecutor -
Until child is
age 19

Prosecutor - 6
years

Prosecutor - 3
years after
entry of last
order, or until
youngest child
is 18

Prosecutor - 6
years

Prosecutor - 3
years after
entry of last
order, or until
youngest child
is 18

DISPOSITION
AUTHORITY
NUMBER

GS52-07-08

GS52-07-09A

GS52-07-09B

GS52-07-09C

GS52-07-09E

GS52-07-09D

REMARKS

Cases for fugitives from other
jurisdictions become regular case
files; apply retention based on type.
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'L%M SERIES TITLE AND DESCRIPTION

22.27 | INVOLUNTARY COMMITMENT CASE
FILES
Includes commitment orders,
psychiatrist reports, etc.

22.28 | INVOLUNTARY COMMITMENT ORDERS
(a.k.a. 72 HOUR HOLDS)
Orders to hold a person for possible
substance abuse or mental health
problems. If charges are filed, the order
becomes part of the case file.

New Series 09/02

22.29 | PRE-PROSECUTION DIVERSION BILLING
AND SUPPORT FILES

22.30 | PRE-PROSECUTION DIVERSION CASE
FILES

22.31 | VICTIM / WITNESS CASE FILES

Includes interview notes and case-
related documents used for client
reference and statistical reports.

OPR
or
OFM

OFM

OFM

OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Superior Court Clerk
PERMANENT

3 years after release
from hold

6 years

State Office of the
Administrator for the
Courts

6 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Prosecutor 3
years after
case closed

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Prosecutor 1
year after
completion of
diversion
contract

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS52-07-10

GS52-06C-09

GS52-07-13

GS52-07-12

GS52-07-14

REMARKS

22. PROSECUTING
ATTORNEY
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ITEM
NO.

23.1

23.2

23.3

Public Works Engineering

SERIES TITLE AND DESCRIPTION

ABANDONED, VOIDED, OR DEFECTIVE
DRAWINGS PUBLIC WORKS-
ENGINEERING

AERIAL SURVEY PHOTOGRAPH PRINTS,
NEGATIVES, AND FLIGHT MAP - PUBLIC
WORKS-ENGINEERING

Recording physical features of areas
within agency's jurisdiction at specific
points of time.

ESSENTIAL RECORD - Negatives may be
held at regional archives for permanent
preservation and security backup.

ANNUAL BRIDGE REPORTS

Annual report by bridge engineer on the

condition of bridges within the
agency's jurisdiction and the status of
the agency's bridge maintenance
program.

OPR
or
OFM

OFM

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Destroy

PERMANENT -
Potential archival
value - See remarks

10 years - Potential
archival value - See
remarks

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER
Destroy GS50-18-01
Destroy when | GS50-18-02
obsolete or
superseded
Destroy when | GS50-18-03
obsolete or
superseded

REMARKS

Contact your Regional Archivist before
disposing of this record or to discus
transfer of negatives for permanent
preservation and security backup.
This record should be protected from
damage or loss by offsite storage of a
security copy, or by keeping a list that
identifies the locations of other copies
inside and outside the agency.

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

23. PUBLIC WORKS
ENGINEERING
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23.5

23.6

23.7

SERIES TITLE AND DESCRIPTION

ANNUAL CONSTRUCTION PROGRAM
(ACP)

Identifies the planned transportation
construction projects for each year as
approved by agency council,
commission, or board.

ANNUAL CONSTRUCTION PROGRAM
(ACP) AND TRANSPORTATION
IMPROVEMENT PROGRAM (TIP)
DEVELOPMENT FILES

Background documentation and data
used in developing each year's ACP and
TIP.

BRIDGE INSPECTION FILES -
Documentation of periodic inspections,
including bridge condition, testing, and
load rating data.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks

BRIDGE MAINTENANCE HISTORY FILES
Documentation of routine maintenance
performed on bridges over time. . .

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

OPR
or
OFM

OPR

OFM

OPR

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Clerk of governing
council, commission,
or board -
PERMANENT - 1 copy
archival - See remarks

Destroy when obsolete
or superseded

Life of structure plus
10 years

Life of bridge

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-18-04

GS50-18-05

GS50-18-08

GS50-18-37

REMARKS

Contact your Regional Archivist before
destroying the original record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

The information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Reference RCW 36.80.040. This
record should be protected from
damage or loss by off-site storage of a
security copy, or by keeping a list that
identifies the locations of other copies
inside or outside the agency.

23. PUBLIC WORKS
ENGINEERING
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
23.8 CITIZEN SERVICE REQUESTS / OFM | 3 years Destroy when | GS50-18-09
COMPLAINTS - PUBLIC WORKS- obsolete or
ENGINEERING superseded
Documentation of citizen's request to
agency regarding maintenance and
repair issues such as potholes, ditch
cleaning, brush cutting, etc.
23.9 CONSTRUCTION OFM | Completion of project Destroy when | GS50-18-11
PROJECTS:PRELIMINARY PLANS AND obsolete or
WORKSHEETS superseded
Drawings, specifications, and other
documentation used for review and
comment prior to preparation of design
plans for proposed construction of
roads, bridges, buildings, and public
facilities.
23.10 | CREW CHIEF / FOREMAN'S OFM | 3 years Destroy when | GS50-18-12
PRODUCTION REPORTS obsolete or
superseded
23.11 | DAILY MAINTENANCE ACTIVITY RECORD | OFM | 3years Destroy when | GS50-04B-51
/ CREW SHEETS - PUBLIC WORKS- obsolete or
ENGINEERING superseded

Documentation of activities and
locations of work performed.

REV: New DAN assigned. (Original DAN
GS50-04B-29 was a duplicate.) 12/2008
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23.13

23.14

SERIES TITLE AND DESCRIPTION

EMERGENCY RESPONSE LOGS - PUBLIC
WORKS-ENGINEERING

FRANCHISE HISTORY FILES
Core documentation of awards of
franchises.

ESSENTIAL RECORD - Needs security
microfilm backup See remarks.

FRANCHISE WORKING FILES
Agreements allowing activities within
specified jurisdictions.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

OPR
or
OFM

OPR

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

6 years

PERMANENT -
Potential archival
value - See remarks

Termination plus 6
years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-18-14

GS50-18-36

GS55-05A-05

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

The information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

23. PUBLIC WORKS
ENGINEERING
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23.16

23.17

SERIES TITLE AND DESCRIPTION

GEOLOGICAL DATA

Reports relating to slides, borings,
drainage, subsurface ground conditions,
and other geodetic data.

LAND SURVEY FIELD BOOKS

Field notes documenting locations and
physical features within agency's
jurisdiction.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

LOCAL IMPROVEMENT DISTRICT FILES
Including petition, funding, and
expenditure approval documentation.

OPR
or
OFM

OPR

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Destroy when obsolete
or superseded plus 6
years - Potential
archival value - See
remarks

PERMANENT -
Potential archival
value - See remarks

Clerk of governing
council, commission,
or board -
PERMANENT

SECONDARY (ALL DISPOSITION

OTHER) RECORD AUTHORITY
COPIES NUMBER

Destroy when | GS50-18-15

obsolete or

superseded

Destroy when | GS50-18-16

obsolete or

superseded

Destroy when | GS50-18-17

obsolete or

superseded -

Potential

archival value
- See remarks

REMARKS

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Contact your Regional Archivist before
destroying the original record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

23. PUBLIC WORKS
ENGINEERING
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OPR
ITEM SERIES TITLE AND DESCRIPTION or
NO. OFM

73.18 | PIT AND QUARRY MATERIAL CONTROL | OFM
FILES
Documentation of quantities of material
mined, crushed, stockpiled, loaded, etc.

23.19 | PLAT REVIEW WORKING FILES OFM
Documentation of review of recorded
land subdivisions.

23.20 | REFERENCE MAPS AND DRAWINGS OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

3 years

Destroy when obsolete
or superseded

Destroy when obsolete
or superseded -
Potential archival
value - See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY

NUMBER

GS50-18-19

GS50-18-20

GS50-18-38

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

23. PUBLIC WORKS
ENGINEERING
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23.22

SERIES TITLE AND DESCRIPTION

RELOCATION ASSISTANCE AND REAL
PROPERTY ACQUISITION FILES FOR
FEDERAL AND FEDERALLY ASSISTED
PROGRAMS

Documentation required to be
maintained on the acquisition of
individual parcels of real property and
the relocation of the property owners
for federally funded and federally
assisted transportation projects.

New Series 06/03

RELOCATION ASSISTANCE AND REAL
PROPERTY ACQUISITION REPORTS
Reports to be submitted to the US
Department of Transportation
regarding real property acquisition and
relocation activities for federally funded
and federally assisted transportation
projects.

New Series 06/03

OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY
OFM RECORD COPY COPIES NUMBER
OPR | 3years See remarks Destroy when | GS50-18-44
obsolete or
superseded
OPR | 6 years Potential Destroy when | GS50-18-45
archival value - See obsolete or
remarks superseded

REMARKS

Reference CRF49.24.9, and WAC 468-
100-0009.

Reference CRF49.24.9, and WAC 468-
100-009. Contact your Regional
Archivist before disposing of this
record. Records from this series may
be selected to be transferred to and
preserved at a Regional Archives
branch. The information in this
records series should be protected
from loss or damage by offsite storage
of a security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

23. PUBLIC WORKS
ENGINEERING
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23.24

SERIES TITLE AND DESCRIPTION

RIGHT-OF-WAY CASE FILES
Documentation of land acquisitions
through purchase, condemnation, etc.,
and disposal through sale, vacation, and
related right of way issues.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

RIGHT-OF-WAY VACATION FILES
Documentation of process of
relinquishing road, street, alley, and
other rights of way owned by the
agency.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY
OFM | Life of right of way -

Potential archival
value - See remarks

OFM | Approval by governing
council, commission,
or board plus 10 years
- Potential archival

value - See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-18-21

GS55-05A-08

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

23. PUBLIC WORKS
ENGINEERING

Page 141 of 220



Washington State Archives
Office of the Secretary of State

Local Government General Records Retention Schedule (LGGRRS)

Version 5.0 (December 2008)

23.26

23.27

SERIES TITLE AND DESCRIPTION

ROAD AND BRIDGE CLOSURE NOTICES
Public notice of road and bridge closure
due to construction or hazardous
conditions.

ROAD ESTABLISHMENT CASE FILES
Document process of statutory road
establishment.

ESSENTIAL RECORD - Needs security
backup - See remarks.

ROAD IMPROVEMENT DISTRICT (RID)
CASE FILES

Document the process of establishing a
road improvement district.

OPR
or
OFM

OFM

OPR

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Reopening plus 6 years

Life of road plus 10
years - Potential
archival value - See
remarks

Close out of funding
plus 6 years - Potential
archival value - See
remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-18-23

GS50-18-25

GS50-18-26

REMARKS

Reference RCW 36.80.040. Contact
your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

23. PUBLIC WORKS
ENGINEERING
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23.29

23.30

SERIES TITLE AND DESCRIPTION

ROAD MAINTENANCE HISTORY FILES
Documentation of routine maintenance
performed over time on roads, ditches,
etc.

ESSENTIAL RECORD - Needs security
backup - See remarks.

ROAD MAINTENANCE PROJECT FILES
Documentation of non-routine
maintenance projects such as enclosing
ditches, installing walkways, drainage
projects, road re-channelization, etc.

STREET LIGHT HISTORY RECORDS

OPR
or
OFM

OFM

OPR

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

10 years

Completion of project
plus 6 years

Life of equipment

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-18-24

GS50-18-27

GS50-18-30

REMARKS

Reference RCW 36.80.040. This
record should be protected from
damage or loss by off-site storage of a
security copy, or by keeping a list that
identifies the locations of other copies
inside or outside the agency.

23. PUBLIC WORKS
ENGINEERING
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23.32

SERIES TITLE AND DESCRIPTION

SURVEY MAPS FILED FOR RECORD
Includes section and quarter section
maps.

ESSENTIAL RECORD - needs security
microfilm backup - See remarks.

TRAFFIC ACCIDENT REPORTS - PUBLIC
WORKS-ENGINEERING

Agency reference copies of reports on
accidents occurring on roads and
streets within the agency's jurisdiction
for traffic monitoring purposes.

Series revised - added "for traffic
monitoring purposes" to Description,
changed Secondary Copy retention from
"Destroy when obsolete or superseded" -

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY

OPR PERMANENT -
Potential archival
value - See remarks

OFM | Washington State
Patrol keeps 6 years

SECONDARY (ALL DISPOSITION

OTHER) RECORD AUTHORITY
COPIES NUMBER

Destroy when | GS50-18-31

obsolete or

superseded

6 years GS50-18-32

following date

of report

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

10/05
23. PUBLIC WORKS
ENGINEERING
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23.34

23.35

23.36

23.37

23.38

SERIES TITLE AND DESCRIPTION

TRAFFIC COUNT DATA

Data on traffic volume for individual
roads and streets.

TRAFFIC COUNT REPORTS
Compilations of traffic count data on
summary reports, printouts, and/or
maps showing traffic volume on
individual roads and streets.

TRAFFIC SIGN INVENTORY
Documents location, installation, and
repair of individual traffic control signs.

TRAFFIC SIGNAL HISTORY RECORD

TRAFFIC SIGNAL OPERATIONS REPORTS
AND LOGS

TRAFFIC SIGNAL TESTING AND
INSTALLATION RECORDS

OPR
or
OFM

OFM

OFM

OFM

OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

6 years

Destroy when obsolete
or superseded -
Potential archival
value - See remarks

Destroy when obsolete
or superseded

Life of equipment plus
3 years

3 years

3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-18-33

GS50-18-34

GS50-18-35

GS50-18-39

GS50-18-40

GS50-18-41

REMARKS

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

23. PUBLIC WORKS
ENGINEERING
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23.40

SERIES TITLE AND DESCRIPTION

TRANSPORTATION IMPROVEMENT
PROGRAMS

Identifies planned transportation
construction projects for the ensuing six
years as adopted by agency council,
commission, or board.

UNDERGROUND UTILITIES LOCATION
REPORTS

Information regarding the location of
underground utility pipes and lines
provided upon request to parties
excavating on specific sites.

OPR
or
OFM

OPR

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Clerk of governing
council, commission,
or board -
PERMANENT - 1 copy
archival - See remarks

3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-18-28

GS50-18-42

REMARKS

Contact your Regional Archivist before
disposing of this record. Records from
this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

23. PUBLIC WORKS
ENGINEERING
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24. Sewer and Water System Documentation

ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
24.1 BACKFLOW INCIDENT RECORDS OPR | 5years See remarks Destroy when | GS55-06A-03 Reference WAC 246-290-490 (8)(a)(iii)
Documentation of incidents of backflow obsolete or
contamination in water systems. superseded
Series revised Changed title, added
description, revised retention from
Settlement plus 6 years, and added
Reference to Remarks Column 01/05
24.2 BACKFLOW PREVENTER INSPECTION OFM | 5 years or life of Destroy when | GS55-06A-01 Reference WAC 246-290-490 (8)(a)(ii)
AND INVENTORY backflow preventer, obsolete or
Documentation required to be whichever is shorter superseded
maintained on individual approved See remarks

backflow preventers installed at water
system service connections.

Series revised Changed title, added
description, revised retention from 3
years, and added Reference to Remarks
Column 01/05
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
24.3 BACKFLOW PREVENTER MASTER LIST OPR | Retain documentation | Destroy when | GS55-06A-02 Reference WAC 246-290-490 (8)(a)(i)
Master list of connections and premises of individual backflow | obsolete or
for which backflow preventers are preventers until superseded
required, including names and connection no longer
addresses of owners. pose a contamination
Series revised Changed title and threat to the water
description, revised retention from distribution system.
Destroy when obsolete or superseded, and See remarks
added reference to Remarks - 01/05
24.4 CAPACITY STUDIES SEWAGE OFM | 3 years Destroy when | GS55-06B-01
TREATMENT PLANTS obsolete or
Studies of peak and average flow used superseded
to evaluate the status of treatment
plant operating capacity.
24.5 CHEMICAL ANALYSIS REPORTS - OPR | Life of the water Destroy when | GS55-06A-27 Contact your Regional Archivist before
REGULATORY COMPLIANCE system obsolete or destroying original records. Records
Records are compilations of finished superseded from this series may be selected to be

transferred to and preserved at a
Regional Archives branch. 40 CFR
141.33; WAC 246-290-480(a)

data used to document compliance with
State and Fed water quality regulations.
Includes but is not limited to, annual
inorganic reports and additional data
summaries used to document
compliance with State water quality
regulations.

New Series - 02/07
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
24.6 CHEMICAL RAW DATA RECORDS - OPR | Life of water system Destroy when | GS55-06A-28 40 CFR 141.33; WAC 246-290-480(a)
REGULATORY COMPLIANCE obsolete or
Records document chemical testing superseded
results of water samples taken from
various locations throughout the water
system and supply sources. Used to
document compliance with State
drinking water regulations. May include
tab worksheets, sample run data,
calibration test results, lab notebooks,
bench sheets, etc.
New Series - 02/07
24.7 CROSS-CONNECTION CONTROL OPR | 5years See remarks Destroy when | GS55-06A-25 Reference WAC 246-290-490 (8)(a)(iii)
ANNUAL SUMMARY REPORTS obsolete or
Annual reports summarizing cross- superseded

connection control activities by water
utilities required by the Washington
State Department of Health.

New Series 01/05
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24.9

24.10

24.11

OPR
SERIES TITLE AND DESCRIPTION or
OFM

DEFECTIVE SIDE SEWER NOTICE OPR
Notification sent to individual property

owners with defective side sewers,

including a description of defects and
requirements for repair.

REV: New DAN assigned. (Original DAN
GS55-06A-26 was a duplicate.) 12/2008

New series - 01/06

DISCHARGE MONITORING REPORTS OPR
SEWAGE TREATMENT PLANTS

Daily reports required by the

Washington State Department of

Ecology.

EQUIVALENT CUSTOMER UNIT (ECU) OFM
REPORTS SEWAGE TREATMENT PLANTS

Annual report on volume of customers

served by treatment plant.

FACILITY RETIREMENT AUTHORIZATION | OPR
SEWER AND WATER SYSTEM
DOCUMENTATION

Official authorization for facility

retirement, including basis of

determination and estimates of cost.

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)

RECORD COPY

6 years

6 years

6 years

Disposition or sale of
facility plus 10 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-06A-35

GS55-06B-02

GS55-06B-03

GS55-06A-04

REMARKS

24. SEWER AND
WATER SYSTEMS
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24.13

24.14

24.15

24.16

SERIES TITLE AND DESCRIPTION

FACILITY RETIREMENT WORK ORDER
SEWER AND WATER SYSTEM
DOCUMENTATION

Basic record of facility removal and
replacement.

FLOW RECORD WATER SYSTEM
DOCUMENTATION
Documentation of volume in
distribution system.

FLOW REPORTS SEWAGE TREATMENT
PLANTS

Daily reports of influent and effluent
flow.

FLUORIDE CHARTS WATER SYSTEM
DOCUMENTATION

Test reports showing water usage and
amount of fluoride in water system.

GRINDER PUMP MAINTENANCE AND
LOCATION RECORDS SEWER AND
WATER SYSTEM DOCUMENTATION

ESSENTIAL RECORD - Needs security
backup - See remarks.

OPR
or
OFM

OPR

OFM

OFM

OFM

OFM

24. SEWER AND
WATER SYSTEMS

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Disposition or sale of
facility plus 10 years

3 years

3 years

3 years

Life of equipment

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-06A-05

GS55-06A-06

GS55-06B-04

GS55-06A-07

GS55-06A-08

REMARKS

This records series should be
protected from loss or damage by
offsite storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
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24.18

SERIES TITLE AND DESCRIPTION

HISTORY FILES SEWAGE TREATMENT
PLANTS

Documentation of plant operations and
compliance with state and federal

permit requirements.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

HYDRANT RECORDS WATER SYSTEM
DOCUMENTATION

Documentation of hydrant location,

specifications, maintenance history, etc.

ESSENTIAL RECORD - Needs security
backup - See remarks.

24. SEWER AND
WATER SYSTEMS

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY
OPR | Life of the facility plus

6 years - Potential
archival value - See
remarks

OFM | Life of equipment

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER
Destroy when | GS55-06B-07
obsolete or
superseded
Destroy when | GS55-06A-09
obsolete or
superseded

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

This record should be protected from
damage or loss by off-site storage of a
security copy, or by keeping a list of
the locations of other copies inside or
outside the agency.
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24.20

24.21

SERIES TITLE AND DESCRIPTION

INDUSTRIAL WASTE PERMITS SEWER
SYSTEM DOCUMENTATION

Permits issued to industrial customers
allowing them to discharge industrial
waste into the local government sewer
system.

ESSENTIAL RECORD - Needs security
backup - See remarks.

INSPECTION AND MONITORING
REPORTS SEWER AND WATER SYSTEM
DOCUMENTATION

Reports on the system operating
conditions such as chlorine test,
laboratory reports, television
surveillance tapes, telemetry, etc.

LABORATORY PERFORMANCE
EVALUATIONS SEWAGE TREATMENT
PLANTS

Periodic blind test performed by the
Washington State Department of
Ecology.

OPR
or
OFM

OPR

OFM

OPR

24. SEWER AND
WATER SYSTEMS

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Expiration plus 6 years
- Potential archival
value - See remarks

3 years

6 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-06A-10

GS55-06A-17

GS55-06B-05

REMARKS

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch. The information in this
records series should be protected
from loss or damage by offsite storage
of a security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
24.22 | LEAD AND COPPER COMPLIANCE OPR | End of Calendar Year Destroy when | GS55-06A-29 40 CFR 141.91
RECORDS plus 12 years obsolete or
Records used to document compliance superseded
with State and Federal drinking water
regulations related to lead and copper
monitoring. May include sampling data
and analyses, reports, surveys, letters,
evaluations, schedules, etc.
New Series - 02/07
24.23 | LIMNOLOGY REPORTS OPR | Life of the water Destroy when | GS55-06A-30
Reports summarize long-term data used system obsolete or
to evaluate changes in reservoir water superseded

quality and ecology. Includes biological,
chemical, and physical data related to
the water body in addition to
conclusions and recommendations for
improved water quality.

New Series - 02/07
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24.25

SERIES TITLE AND DESCRIPTION

MANHOLE RECORDS SEWER AND
WATER SYSTEM DOCUMENTATION
Documentation of location, installation,
size, flow direction, maintenance,
materials, etc.

ESSENTIAL RECORD - Needs security
backup - See remarks.

MAPS AND GEOGRAPHIC DATA SEWER
AND WATER SYSTEM DOCUMENTATION

ESSENTIAL RECORD - Needs security
microfilm backup -See remarks.

24. SEWER AND
WATER SYSTEMS

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY

OPR | PERMANENT

OPR | PERMANENT -
Potential archival
value - See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-06A-11

GS55-06A-18

REMARKS

This record should be protected from
damage or loss by off-site storage of a
security copy, or by keeping a list of
the locations of other copies inside or
outside the agency.

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
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24.27

24.28

24.29

SERIES TITLE AND DESCRIPTION

METER RECORDS SEWER AND WATER
SYSTEM DOCUMENTATION

Account of water meter installation,
serial number, location, etc.

ESSENTIAL RECORD - Needs security
backup - See remarks

OPERATIONS AND MAINTENANCE
MANUALS SEWAGE TREATMENT
PLANTS

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

OPERATORS LOG SEWAGE TREATMENT
PLANTS

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

PIPE RECORDS SEWER AND WATER
SYSTEM DOCUMENTATION
Records of pipe installation, location,

specifications, maintenance history, etc.

ESSENTIAL RECORD - Needs security
backup See remarks.

24. SEWER AND
WATER SYSTEMS

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Life of equipment

PERMANENT

PERMANENT

Life of equipment

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-06A-12

GS55-06B-06

GS55-06B-08

GS55-06A-13

REMARKS

This record should be protected from
damage or loss by off-site storage of a
security copy, or by keeping a list of
the locations of other copies inside or
outside the agency.

This records series should be
protected from loss or damage by
storage of a security microfilm backup
at the State Archives. Security
microfilm must meet Washington
State Archives technical standards.

This records series should be
protected from loss or damage by
offsite storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.

This record should be protected from
damage or loss by off-site storage of a
security copy, or by keeping a list of
the locations of other copies inside or
outside the agency.
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24.31

24.32

SERIES TITLE AND DESCRIPTION

POLLUTION AND POLLUTION CONTROL
STUDIES SEWER AND WATER SYSTEM
DOCUMENTATION

Studies and reports regarding levels and
means of control for water, air and
other types of pollution caused by
district facilities and operations.

POLLUTION CONTROL INSPECTION
REPORTS SEWER AND WATER SYSTEM
DOCUMENTATION

Reports on levels of pollutants being
discharged, processed, and removed
through the system. Also measurements
of pollutants in system's effluent.

PROJECT FILES SEWER AND WATER
SYSTEM DOCUMENTATION

Official account of various water system
construction projects, including work
orders, ledgers, studies, etc.

24. SEWER AND
WATER SYSTEMS

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY
OFM | 5 years - Potential

archival value - See
remarks

OFM | 6 years - Potential
archival value - See
remarks

OPR | Life of facility plus 6

years

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER

Destroy when | GS55-06A-14
obsolete or

superseded

Destroy when | GS55-06A-15
obsolete or

superseded

Destroy when | GS55-06A-19
obsolete or

superseded

REMARKS

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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24.34

24.35

OPR PRIMARY (SOURCE
SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL)
OFM RECORD COPY

SANITARY SURVEY COMPLIANCE FILES OPR
Records document the agency's

response to sanitary survey findings.

May include list of findings or

Completion of survey
and applicable
corrective action plus
10 years

deficiencies submitted by the State,
documentation of corrective action
taken or explanations of why repairs
cannot be made, out of service orders,
spreadsheets used to track completion
of repairs, and additional supporting

documentation.

New Series - 02/07
SEWER JETTING AND VACTORING OFM

RECORDS

3 years

Documentation of routine cleaning of

sewer lines.

SURFACE WATER GROUNDWATER OPR

PERMIT FILES

Termination of permit
plus 6 years

Documents the amount, function, and
use of surface and groundwater.
Includes background and permit files

New series 09/04

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-06A-31

GS55-06A-16

GS55-06B-12

REMARKS

WAC 246-290-480(c)

24. SEWER AND
WATER SYSTEMS
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24.37

24.38

SERIES TITLE AND DESCRIPTION

VALVE RECORDS SEWER AND WATER
SYSTEM DOCUMENTATION
Account of valve location,

specifications, maintenance history, etc.

ESSENTIAL RECORD - Needs security
backup - See remarks.

VIBRATION ANALYSIS DATA SEWAGE
TREATMENT PLANTS

Data collected on treatment plant
equipment for use in preventative
maintenance and troubleshooting.

WATER AND SEWER SYSTEM
COMPREHENSIVE PLANS

OPR
or
OFM

OFM

OFM

OPR

24. SEWER AND
WATER SYSTEMS

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Life of equipment

3 years

PERMANENT
Potential archival
value See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-06A-20

GS55-06B-10

GS55-06A-22

REMARKS

This record should be protected from
damage or loss by off-site storage of a
security copy, or by keeping a list that
identifies the locations of other copies
inside or outside the agency.

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
24.39 | WATER AND SEWER SYSTEM OPR | 6years Destroy when | GS55-06A-26
EMERGENCY INCIDENT REPORTS obsolete or
Reports documenting incidents that superseded
damage or disrupt the operation of
water and sewer systems, including
date, time, type of incident, and
measures taken to resolve the problem,
clean up contaminants and restore
service.
Note: DAN GS55-06A-26 was also
assigned to DEFECTIVE SIDE SEWER
NOTICE (which has been changed to DAN
GS55-06A-35.) 12/2008
New series - 02/06.
24.40 | WATER AVAILABILITY / SEWER SYSTEM OFM | 2 years Destroy when | GS55-06A-36
HOOKUP REQUEST FORMS obsolete or
superseded

May be required for building permit for
properties hooked up to a provider's
water supply and/or sewer system.

REV: New DAN assigned. (Original DAN
GS50-11-21 was a duplicate.) 12/2008

Series revised -Added '/SEWER SYSTEM
HOOKUP' to title, and 'and/or sewer

system.' to description 11/02
24. SEWER AND Page 160 of 220
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
24.41 | WATER CONSUMPTION REPORTS OPR | 6years Destroy when | GS55-06B-11
SEWAGE TREATMENT PLANTS obsolete or
superseded
24.42 | WATER FACILITIES INVENTORY (WFI) OPR | End of calendar year | Destroy when | GS55-06A-32
FORM plus 6 years obsolete or
Inventory of water system updated and superseded
reported annually to the Washington
State Department of Health.
Information includes identification of
water sources, number of connections,
population served, type of treatment
used, type of system, contact
information, etc.
New Series - 02/07
24.43 | WATER QUALITY MONITORING OPR | Upon revocation, Destroy when | GS55-06A-33 40 CFR 141-33(d)
WAIVERS expiration or denial of | obsolete or
Requests submitted to the Washington waiver plus 6 years superseded

State Department of Health for
exceptions from the water quality
monitoring requirements. May include
waiver application, approval/denial
from State, correspondence, etc.

New Series - 02/07
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24.45

24.46

SERIES TITLE AND DESCRIPTION

WATER QUALITY VIOLATION NOTICES
Records are notices to consumers
informing them when water supply is
out of compliance with drinking water
regulations. Information includes
description of violation, violation date,

populations affected, actions consumers

can take, summary of corrective action,
etc. Also includes documentation of
notice distribution (media, web, mail,
etc.).

New Series - 02/07

WATER TEST REPORTS

Tests and correspondence related to
Health Department or District
requirements.

WILDLIFE HABITAT MANAGEMENT PLAN

SEWER AND WATER SYSTEM
DOCUMENTATION

OPR
or
OFM

OPR

OPR

OPR

24. SEWER AND
WATER SYSTEMS

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Upon issuance of
notice plus 6 years

6 years

PERMANENT
Potential archival
value See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-06A-34

GS55-06A-21

GS55-06A-23

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. WAC 246-
290-480(f)

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch.
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ITEM

NO.

25.1

25.2

25.3

Social Services

OPR
SERIES TITLE AND DESCRIPTION or
OFM

CLIENT CASE FILES (SUPPORT SERVICES)
Support services that do not include
health care screening or provision of
health care treatment. Examples include
support service programs for financial
assistance, employment, child care,
aging, youth & family, women's,
veterans and housing. Case files
document the support services
provided and participation in the
program

OPR

New Series - September 2007.

CLIENT CASE FILES (TREATMENT
COMPLETED AND CASE CLOSED) SOCIAL
SERVICES

OPR

ESSENTIAL RECORD - Needs security
backup - See remarks.

CLIENT SCREENING AND REFERRAL FILES | OPR
(COMPLETED AND CLOSED) SOCIAL
SERVICES

ESSENTIAL RECORD - Needs security
backup - See remarks.

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Close of case plus 6
years

Adults: 8 years;
Minors: 8 years, or 3
years past age of
majority, whichever is
longer.

10 years

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY
COPIES NUMBER
Destroy when | GS50-25-08
obsolete or
superseded
Destroy when | GS50-25-02
obsolete or
superseded
Destroy when | GS50-25-03
obsolete or
superseded

REMARKS

Reference RCW 4.16.350. This record
should be protected from damage or
loss by off-site storage of a security
copy, or by keeping a list that
identifies the locations of other copies
inside or outside the agency.

Reference RCW 4.16.350. This record
should be protected from damage or
loss by off-site storage of a security
copy, or by keeping a list that
identifies the locations of other copies
inside or outside the agency.

25. SOCIAL SERVICES
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
25.4 FACILITIES INSPECTIONS AND OPR | Until superseded or Destroy when | GS50-25-04 This record should be protected from
CERTIFICATIONS SOCIAL SERVICES terminated plus 6 obsolete or damage or loss by off-site storage of a
years superseded security copy, or by keeping a list that
ESSENTIAL RECORD - Needs security identifies the locations of other copies
backup - See remarks. inside or outside the agency.

255 INVOLUNTARY COMMITMENT CASE OFM | Superior Court retains | 10 years GS50-25-05 Reference RCW 4.16.350.

FILES SOCIAL SERVICES (PROCEEDINGS the primary copy
COMPLETED AND CASE CLOSED)

256 PROJECT FILES SOCIAL SERVICES OPR | Completion of project | Destroy when | GS50-25-06 Please contact your Regional Archivist
plus 6 years - Potential | obsolete or before disposing of this record.
archival value - See superseded Records from this series may be
remarks selected to be transferred to and

preserved at a Regional Archives
branch.

25.7 STATISTICAL REPORTS TO DEPARTMENT | OFM | 2 years - Potential Destroy when | GS50-25-07 Please contact your Regional Archivist

OF SOCIAL AND HEALTH SERVICES OR archival value - See obsolete or before disposing of this record.

OTHER SUCH AGENCIES SOCIAL remarks superseded Records from this series may be

SERVICES selected to be transferred to and
preserved at a Regional Archives
branch.
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26. Solid Waste Management

ITEM
NO.

26.1

26.2

26.3

26.4

SERIES TITLE AND DESCRIPTION

COMPREHENSIVE SOLID WASTE PLANS
Please contact your Regional Archivist
before destroying this record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch.

CONSTRUCTION SITE INSPECTIONS
SOLID WASTE MANAGEMENT
Inspection of construction projects to
verify proper waste disposal.

DAILY TRIP STATUS REPORT / LOG SOLID
WASTE MANAGEMENT

Documentation of the number of loads
dumped by each hauler for the day.

LANDFILL / TRANSFER STATION HISTORY
FILES

Contains background information on
each site such as deeds, contracts,
surveys, maps, plans, rights of way, and
legal descriptions.

ESSENTIAL RECORD - needs security
microfilm backup - See Remarks

OPR
or
OFM

OPR

OPR

OFM

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Destroy when
superseded plus 6
years Potential
archival value See
remarks

6 years

3 years

PERMANENT

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

26. SOLID WASTE
MANAGEMENT

DISPOSITION
AUTHORITY
NUMBER

GS50-26-16

GS50-26-02

GS50-26-04

GS50-26-05

REMARKS

The information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
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26.6

26.7

SERIES TITLE AND DESCRIPTION

LANDFILL / TRANSFER STATION SURVEY
FILES

May include maps, sketches, field notes,
and volume calculations.

ESSENTIAL RECORD - needs security
microfilm backup - See Remarks.

LANDFILL SITE CLOSURE AND
CUSTODIAL FILES

Reports and monitoring data required
by statute for each landfill site for which
the agency is the legal custodian.

ESSENTIAL RECORD - Needs security
microfilm backup - see Remarks

LANDFILL / TRANSFER STATION SITE
TESTING AND MONITORING RECORDS
Tests to monitor conditions on site,
including groundwater, surface water,
leaching, gases, weather and fill
settlement.

ESSENTIAL RECORD - Needs security
backup - see Remarks

OPR
or
OFM

OPR

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

PERMANENT

PERMANENT

6 years

SECONDARY (ALL DISPOSITION

OTHER) RECORD AUTHORITY
COPIES NUMBER

Destroy when | GS50-26-06

obsolete or

superseded

Destroy when | GS50-26-07

obsolete or

superseded

Destroy when | GS50-26-08

obsolete or

superseded

REMARKS

The information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

The information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

This record should be protected from
damage or loss by off-site storage of a
security copy, or by keeping a list that
identifies the locations of other copies
inside or outside the agency.

26. SOLID WASTE
MANAGEMENT
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26.9

26.10

26.11

SERIES TITLE AND DESCRIPTION

OUTSIDE WASTE GENERATOR
CLEARANCE DOCUMENTATION
Documentation of clearance for parties
outside of the agency's jurisdiction to
dispose of waste at agency landfills.

SCALE HOUSE VIDEO MONITORING
TAPES

Used for surveillance of scale houses at
landfills, transfer stations, and other
solid waste operating sites.

SOLID WASTE LOAD TRIP TICKETS
Documentation of number and content
of loads dumped by each hauler.

SOLID WASTE RECEIVING AND
PROCESSING LOGS

Chronological documentation of
materials received and processed by
solid waste facilities.

Series revised - changed Title from "Solid
Waste Load Check Logs" and Description
from "Document checking of solid waste
loads for unacceptable waste" - 02/06

OPR
or
OFM

OPR

OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Expiration plus 6 years

3 years

3 years

3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

26. SOLID WASTE
MANAGEMENT

DISPOSITION
AUTHORITY
NUMBER

GS50-26-09

GS50-26-10

GS50-26-12

GS50-26-11

REMARKS
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
26.12 | SPECIALIZED MATERIALS OPR | Termination or Destroy when | GS50-26-17
CONTAINMENT, STORAGE AND renewal of permit plus | obsolete or
DISPOSAL PERMITS 6 years superseded
Permits issued to Solid Waste agencies
for the containment, storage, and
disposal of specialized materials.
New series - 02/06
26.13 | UNACCEPTABLE WASTE STATEMENTS OFM | Resolution plus 6 Destroy when | GS50-26-14
Issued to generators or haulers caught years obsolete or
dumping unacceptable waste at superseded
landfills. May include warning, follow-
up, and penalty documentation.
26.14 | WASTE DISPOSAL VIOLATION FILES OPR | Resolution plus 6 Destroy when | GS50-26-15
SOLID WASTE MANAGEMENT years obsolete or
superseded
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27.

ITEM
NO.

27.1

27.2

27.3

27.4

SERIES TITLE AND DESCRIPTION

DIKING AND DRAINAGE DISTRICT
HISTORY FILES

Documentation on the formation,
location, and activities in each district.

DIKING AND DRAINAGE FACILITY
MAINTENANCE HISTORY FILES
Documentation of ongoing inspection
and maintenance.

DIKING AND DRAINAGE MAINTENANCE
PROJECT FILES

Documentation of requests for funding
and execution of non-routine
maintenance projects.

DRAINAGE AND WATER QUALITY
COMPLAINT AND INVESTIGATION FILES

Complaints filed by citizens regarding
drainage and surface water quality
conditions in areas of agency
jurisdiction.

OPR
or
OFM

OFM

OPR

OPR

OPR

Surface Water Drainage Documentation

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Destroy when
obsolete or
superseded - Potential
archival value - See
remarks

Life of facility

Completion of project
plus 6 years

Resolution of
complaint plus 6 years
- Potential archival
value - See remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-27-01

GS50-27-02

GS50-27-03

GS50-27-04

27. SURFACE WATER
DRAINAGE

REMARKS

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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27.6

27.7

OPR
SERIES TITLE AND DESCRIPTION or
OFM
DRAINAGE BASIN AND WATERSHED OFM
HISTORY FILES
Background documentation for planning
and capital improvement projects as
well as lawsuits.
FLOOD CONTROL PLAN OPR
Comprehensive management plans for
flood control within the agency's
jurisdiction.
ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.
FLOOD CONTROL PLAN DEVELOPMENT | OFM

FILES
Documentation of the development of
the agency's current flood control plan.

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Destroy when
obsolete or
superseded - Potential
archival value - See
remarks

Clerk of governing
council, commission,
or board -
PERMANENT - 1 copy
archival - See remarks

Destroy when
obsolete or
superseded - Potential
archival value - See
remarks

SECONDARY (ALL DISPOSITION

OTHER) RECORD AUTHORITY
COPIES NUMBER

Destroy when | GS50-27-05

obsolete or

superseded

Until GS50-27-06

obsolete or

superseded

Destroy when | GS50-27-07

obsolete or

superseded

27. SURFACE WATER
DRAINAGE

REMARKS

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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27.9

27.10

SERIES TITLE AND DESCRIPTION

FLOOD DAMAGE SURVEY REPORTS
Documentation of physical and
monetary damage done by individual
floods submitted in support of requests
for federal disaster assistance aid.

ESSENTIAL RECORD - Needs security
backup - See remarks.

FLOOD FILES
Documentation of significant individual
floods and flooding issues.

MONITORING, TEST AND SAMPLE DATA
SURFACE WATER, DRAINAGE, AND
FLOOD CONTROL

Surface water, flood, and drainage
related data collected by the agency,
including stream flow, rainfall, and
water samples.

OPR PRIMARY (SOURCE
or DOCUMENT/ORIGINAL)
OFM RECORD COPY

OPR | 6 years - Potential
archival value - See
remarks

OFM | 6 years - Potential
archival value - See
remarks

OFM | 6 years - Potential

archival value - See
remarks

SECONDARY (ALL DISPOSITION

OTHER) RECORD AUTHORITY
COPIES NUMBER

Destroy when | GS50-27-08

obsolete or

superseded

Destroy when | GS50-27-09

obsolete or

superseded

Destroy when | GS50-27-10

obsolete or

superseded

27. SURFACE WATER
DRAINAGE

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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27.12

27.13

27.14

SERIES TITLE AND DESCRIPTION

NATIONAL POLLUTANT DISCHARGE
ELIMINATION SYSTEM (NPDES) PERMIT
SURFACE WATER, DRAINAGE, AND
FLOOD CONTROL

PLANNING REPORTS, STUDIES, MODELS
AND ANALYSIS SURFACE WATER,
DRAINAGE, AND FLOOD CONTROL

REV: New DAN assigned. (Original DAN
GS50-01-32 was a duplicate.) 12/2008

RIVER MANAGEMENT PROJECT FILES
Document requests for funding and
execution of river improvement
projects.

RIVER MODELING FILES
Documentation of characteristics and
conditions of individual rivers used for
developing plans and projects.

OPR
or
OFM

OPR

OFM

OPR

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Expiration plus 6 years
Potential archival
value See remarks

5 years - Potential
archival value - See
remarks

Completion of project
plus 6 years - Potential
archival value - See
remarks

Destroy when
obsolete or
superseded - Potential
archival value - See
remarks

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-06A-24

GS50-01-57

GS50-27-12

GS50-27-13

27. SURFACE WATER
DRAINAGE

REMARKS

Please contact your Regional Archivist
before destroying original record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

Page 172 of 220



Washington State Archives
Office of the Secretary of State

Local Government General Records Retention Schedule (LGGRRS)

Version 5.0 (December 2008)

27.16

SERIES TITLE AND DESCRIPTION

SURFACE WATER MANAGEMENT
PROJECT PLANS AND SPECIFICATIONS

ESSENTIAL RECORD - Needs security
microfilm backup See remarks.

SURFACE WATER / DRAINAGE CAPITAL
IMPROVEMENT PROJECTS
Documentation of design and
development work done on
construction projects intended to
relieve drainage and other surface
water management problems (For
construction project files, plans, and
specifications retention requirements,
see Public Works - Engineering section.)

OPR
or
OFM

OPR

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Completion of project
plus 6 years - Potential
archival value - See
remarks

Completion of project
plus 6 years - Potential
archival value - See
remarks

SECONDARY (ALL DISPOSITION

OTHER) RECORD AUTHORITY
COPIES NUMBER

Destroy when | GS50-27-14

obsolete or

superseded

Destroy when | GS50-27-15

obsolete or

superseded

27. SURFACE WATER
DRAINAGE

REMARKS

Contact your Regional Archivist before
destroying original record. Records
from this series may be selected to be
transferred to and preserved at a
Regional Archives branch. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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27.18

SERIES TITLE AND DESCRIPTION

WATER QUALITY PROJECT FILES
SURFACE WATER, DRAINAGE, AND
FLOOD CONTROL

Documentation of planning projects for
improvement of surface water quality.

WATERSHED MANAGEMENT POLICY
FILES

Background documentation for agency
surface water management policy
development projects.

OPR
or
OFM

OPR

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Completion of project
plus 6 years - Potential
archival value - See
remarks

Completion of project
plus 6 years - Potential
archival value - See
remarks

SECONDARY (ALL DISPOSITION

OTHER) RECORD AUTHORITY
COPIES NUMBER

Destroy when | GS50-27-16

obsolete or

superseded

Destroy when | GS50-27-17

obsolete or

superseded

27. SURFACE WATER
DRAINAGE

REMARKS

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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28. Transit Authorities

ITEM
NO.

28.1

28.2

28.3

28.4

28.5

28.6

SERIES TITLE AND DESCRIPTION

ACCESSIBLE BOARDINGS REPORTS
TRANSIT AUTHORITIES

AMERICANS WITH DISABILITIES ACT

(ADA) CUSTOMER ELIGIBILITY FILES

BUS (COACH) ASSIGNMENT SHEETS

BUS (COACH) CHANGE SHEETS

BUS (COACH) CLEANER CHECK SHEETS

BUS ROUTE SCHEDULES/TIMETABLES

OPR
or
OFM

OFM

OFM

OFM

OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

5vyears

6 years after
termination of service
or participation by
customer

2 years

2 years

30 days

Until superseded plus
3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-31-01

GS50-31-02

GS50-31-03

GS50-31-04

GS50-31-05

GS50-31-07

REMARKS

28. TRANSIT
AUTHORITIES
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28.8

28.9

28.10

28.11

28.12

28.13

SERIES TITLE AND DESCRIPTION

BUS SHELTER HISTORY FILES
Correspondence with Public Works and

contractors about new shelter locations.

Includes site permission for rights of
way and easements.

BUS SHELTER LISTINGS
Listing of shelter sights. Adopt a shelter
program.

CUSTOMER COMMENT FILES

DISPATCH CHANGE SHEETS TRANSIT
AUTHORITIES

DISPATCH FILES - TRANSIT AUTHORITIES
Boarding and alighting, extra board
weekly projections and assignments,
daily work schedules extra board, bid
mark-ups.

DISPATCH LOGS TRANSIT AUTHORITIES

EMPLOYEE WORK SCHEDULES TRANSIT
AUTHORITIES

OPR
or
OFM

OFM

OFM

OPR

OFM

OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Keep until site
vacation

Destroy when
obsolete or
superseded

6 years

3 years

6 years

3 years

1 year

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-31-08

GS50-31-09

GS50-31-10

GS50-31-12

GS50-31-11

GS50-31-13

GS50-31-14

REMARKS

28. TRANSIT
AUTHORITIES
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28.14

28.15

28.16

SERIES TITLE AND DESCRIPTION

FARE INFORMATION REFERENCE AND
BACKGROUND FILES TRANSIT
AUTHORITIES

FEDERAL TRANSIT ADMINISTRATION
(FTA) NATIONAL TRANSIT DATABASE
REPORT (ALSO KNOWN AS SECTION 15
REPORT)

Operating and financial data reported
annually to the FTA and used as the
basis for calculating FTA funding
provided to each transit district or
authority.

LOST AND FOUND REPORTS TRANSIT
AUTHORITIES

OPR
or
OFM

OFM

OPR

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Destroy when
obsolete or
superseded

3 years after submittal
of quarterly, annual or
final expenditure
report Potential
archival value See
remarks

3 years

SECONDARY (ALL DISPOSITION

OTHER) RECORD AUTHORITY
COPIES NUMBER

Destroy when | GS50-31-15

obsolete or

superseded

Destroy when | GS50-31-16

obsolete or

superseded

Destroy when | GS50-31-17

obsolete or

superseded

REMARKS

Reference U.S. Department of
Transportation Post-Award
Requirements for the Retention and
Access to Records, 49 CFR 18 Subpart
C Section 18.42. If any litigation,
claim, or audit is started before the
expiration of the 3-year period, the
records shall be retained until all
litigation, claims or audit findings
involving the records have been
resolved and final action taken.
Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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28.18

28.19

28.20

28.21

28.22

SERIES TITLE AND DESCRIPTION

MARKETING AND PROMOTION PROJECT
FILES TRANSIT AUTHORITIES

Reference materials relating to transit
promotion.

MISSED TRIP LOGS TRANSIT
AUTHORITIES

ON-TIME PERFORMANCE REPORTS
TRANSIT AUTHORITIES

OPERATIONS REPORTS TRANSIT
AUTHORITIES

Daily, weekly or other periodic reports
summarizing transit system operations.

OPERATOR ASSIGNMENT AND SHAKE-
UP RECORDS TRANSIT AUTHORITIES and
shifts.

Documentation of assignment of
individual operators to routes and
shifts.

OPERATOR INCIDENT REPORTS
TRANSIT AUTHORITIES

OPR
or
OFM

OFM

OFM

OFM

OFM

OFM

OPR

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Completion of project
plus 3 years

3 years

3 years

3 years

3 years

6 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-31-18

GS50-31-19

GS50-31-20

GS50-31-21

GS50-31-22

GS50-31-23

REMARKS

28. TRANSIT
AUTHORITIES
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
) OFM RECORD COPY COPIES NUMBER
28.23 | OPERATOR PRE/POST-SHIFT OFM | 3 years Destroy when | GS50-31-24
INSPECTION REPORTS TRANSIT obsolete or
AUTHORITIES superseded
Reports of operators’ inspections of
buses at the beginning and end of their
shifts.
28.24 | PARATRANSIT MANIFESTS OFM | 3 years Destroy when | GS50-31-25
obsolete or
superseded
28.25 | PARATRANSIT SERVICE HISTORY FILES OFM | Destroy when Destroy when | GS50-31-26
OR DATABASE MANIFESTS obsolete or obsolete or
superseded superseded
28.26 | PROPERTY APPRAISAL MANIFESTS OPR | Destroy when Destroy when | GS50-31-27
FILES TRANSIT AUTHORITIES obsolete or obsolete or
superseded plus 6 superseded
years
28.27 | RADIO DISPATCH RECORDINGS OFM | 90 days Destroy when | GS50-31-43
Recordings of dispatch MANIFESTS obsolete or
radio messages to and from transit superseded
operators.
New Series 07/03
28.28 | RADIO LOGS MANIFESTS TRANSIT OFM | 90 days Destroy when | GS50-31-28
AUTHORITIES obsolete or
superseded
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28.30

28.31

28.32

28.33

28.34

28.35

SERIES TITLE AND DESCRIPTION

RIDEMATCHING PARTICIPANT
INFORMATION

Information maintained for each
participant.

RIDERSHIP REPORTS

ROAD CALL REPORTS TRANSIT
AUTHORITIES

ROUTE CHANGE FILES
Correspondence and working papers
regarding route changes.

ROUTE HISTORY DOCUMENTATION

ROUTE MAINTENANCE FILES

Check sheets used to record needed
improvements in the route (actual
physical improvements).

SALES REPORTS TRANSIT AUTHORITIES
Periodic (daily, weekly, etc) reports of
tickets, passes and other items sold.

OPR
or
OFM

OFM

OFM

OFM

OFM

OFM

OFM

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Destroy when
obsolete or
superseded

3 years

3 years

3 years

Life of the route

Destroy when
obsolete or
superseded

3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-31-29

GS50-31-30

GS50-31-31

GS50-31-32

GS50-31-33

GS50-31-34

GS50-31-35

REMARKS

28. TRANSIT
AUTHORITIES
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28.37

28.38

28.39

28.40

SERIES TITLE AND DESCRIPTION

SERVICE AREA ANNEXATION PLANS
TRANSIT AUTHORITIES

SERVICE PERFORMANCE EVALUATIONS
TRANSIT AUTHORITIES

SERVICE PLANNING AND DEVELOPMENT
FILES TRANSIT AUTHORITIES

TAXI SCRIP RECEIPTS
Verifies receipt of taxi scrip for sales to
public.

TRANSIT PLANNING REFERENCE FILES
Files containing surveys, statistics, and
correspondence used for future
planning in transit.

OPR
or
OFM

OFM

OFM

OFM

OPR

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

6 years

1year

Destroy when
obsolete or
superseded

6 years

Destroy when
obsolete or
superseded Potential
archival value See
remark

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS50-31-36

GS50-31-37

GS50-31-38

GS50-31-39

GS50-31-40

REMARKS

Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.

28. TRANSIT
AUTHORITIES
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ITEM OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
’ OFM RECORD COPY COPIES NUMBER

28.41 | TRIENNIAL REVIEW AUDITS TRANSIT OPR | 3years after submittal | Destroy when | GS50-31-41 Reference U.S. Department of

AUTHORITIES of quarterly, annual or | obsolete or Transportation Post-Award
final expenditure superseded Requirements for the Retention and
report Potential Access to Records, 49 CFR 18 Subpart
archival value See C Section 18.42. If any litigation,
remarks claim, or audit is started before the

expiration of the 3-year period, the
records shall be retained until all
litigation, claims or audit findings
involving the records have been
resolved and final action taken.
Please contact your Regional Archivist
before disposing of this record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives

branch.
28.42 | VANPOOL MONTHLY REPORTS OPR | Termination of pool Destroy when | GS50-31-42
TRANSIT AUTHORITIES plus 6 years obsolete or
superseded
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29. Utilities Accounting

OPR PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
ITEM NO. SERIES TITLE AND DESCRIPTION OFNcI) r DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
RECORD COPY COPIES NUMBER
29.1 BILLING STATEMENTS (CARDS) OPR | 6years Destroy when | GS55-05B-01
UTILITIES ACCOUNTING obsolete or
Statements of money due for utility superseded
services, including amount due,
balance, account number, and
customer's name.
29.2 BILLING STUBS - UTILITIES OFM | 3 years Destroy when | GS55-05B-02
ACCOUNTING obsolete or
superseded
29.3 BILLING SUMMARIES (REGISTERS) - OFM | 3 years Destroy when | GS55-05B-03
UTILITIES ACCOUNTING obsolete or
superseded
29 .4 COLLECTION AGENCY REPORTS - OFM | 3years Destroy when | GS55-05B-04
UTILITIES ACCOUNTING obsolete or
superseded
29.5 CUSTOMER ACCOUNT ADJUSTMENT OFM | 3 years Destroy when | GS55-05B-05
FILES - UTILITIES ACCOUNTING obsolete or
Includes applications for low superseded
income/senior discount/rate reduction.
296 CUSTOMER ACCOUNT INDEX - UTILITIES | OFM | Destroy when Destroy when | GS55-05B-06
ACCOUNTING obsolete or obsolete or
superseded superseded
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OPR or
ITEM NO. SERIES TITLE AND DESCRIPTION OFM
29.7 CUSTOMER CREDIT FILES - UTILITIES OFM
ACCOUNTING
29.8 DELINQUENT ACCOUNT LISTS - OFM
UTILITIES ACCOUNTING
299 DEPOSIT RECEIPTS - UTILITIES OPR
ACCOUNTING
29.10 | DEPOSIT REGISTER — UTILITIES OPR
ACCOUNTING
REV: New DAN assigned. (Original DAN
GS50-03B-02 was a duplicate.) 12/2008
29.11 DISCONNECTION NOTICES - UTILITIES OFM

ACCOUNTING

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Destroy when
obsolete or
superseded

3 years

6 years

6 years

3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-05B-07

GS55-05B-08

GS55-05B-09

GS50-03B-15

GS55-05B-11

REMARKS

29. UTILITIES
ACCOUNTING
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OPR or PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
ITEM NO. SERIES TITLE AND DESCRIPTION OFM DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
RECORD COPY COPIES NUMBER

29.12 | ELECTRIC UTILITY ADVERTISEMENTS OPR | 6 years - See remarks Destroy when | GS55-05B-13 Reference 18CFR125.3 3(42)

File copies of advertisements for service obsolete or

provided by electric utilities as superseded

individual entities or as part of a larger

group.

Series Revised - Removed '...66(a) National
Association of Regulatory Utility
Commissioners NARUC 66(a)' from the
Remarks column and added correct
reference number - 09/06
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ITEM NO.

29.13

29.14

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

OPR or

SERIES TITLE AND DESCRIPTION OFM

ELECTRIC UTILITY GENERAL AND OPR
SUBSIDIARY LEDGERS, JOURNALS, AND
INDEXES

Ledgers, journals, and indexes

documenting funds and functions

relating to the finances of electric

utilities.

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

Series revised - Reduced retention from 50
years and corrected CFR citations in
Remarks - 07/03

Series Revised - Removed 'National
Association of Regulatory Utility
Commissioners NARUC 10(a)(1), NARUC
10(b)(1) and NARUC 11' from the Remarks
column - 09/06

ELECTRIC UTILITY PLANT LEDGERS
New series 07/03

OPR | 25 years See remarks

Series Revised: Removed 'See remarks'
comment from the retention column;
removed 'regulations' from the Remarks
column and added 'Reference' - 09/06

10 years - See remarks

SECONDARY (ALL DISPOSITION
OTHER) RECORD AUTHORITY REMARKS
COPIES NUMBER

Destroy when | GS55-05B-12 Reference 18CFR125.3 (6a) The

obsolete or information in this records series

superseded should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
standards.

Destroy when | GS55-05B-28 Regulations 18CFR125.3.(16a)

obsolete or

superseded

29. UTILITIES
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OPR or PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
ITEM NO. SERIES TITLE AND DESCRIPTION OFM DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
RECORD COPY COPIES NUMBER
29 .15 | FEDERAL AND STATE REGULATORY OPR | 5years - See remarks Destroy when | GS55-05B-14 Reference 18CFR125.3(41)
COMMISSIONS obsolete or
Includes annual financial, operating and superseded

statistical and PURPA reports.

Series Revised: Changed title from
'Electric Utility Coset of Service Report';
changed description from 'Filed under
section 133 of the Public Utilities
Regulatory Policies Act (PURPA) and
removed '...336.65(d) from the Remarks
column and added correct CFR reference -

09/06
29.16 | FINAL CLOSURE OF ACCOUNT OFM | 3years Destroy when | GS55-05B-15
SCHEDULES - UTILITIES ACCOUNTING obsolete or

superseded
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ITEM NO.

29.17

29.18

29.19

29. UTILITIES
ACCOUNTING

SERIES TITLE AND DESCRIPTION

JOURNAL VOUCHERS AND INDEXES FOR
ELECTRIC UTILITIES

ESSENTIAL RECORD - Needs security
microfilm backup - See remarks.

Series Revised - Reduced retention from
50 years; removed '...12(a) National
Association of Regulatory Utility
Commissioners NARUC 12(a)' from the
Remarks column and added correct
reference number - 09/06

Series revised - changed Primary Copy
retention from 50 years - 10/05

LOW INCOME / SENIOR CITIZEN
DISCOUNT / TAX EXEMPTION
APPLICATIONS - UTILITIES ACCOUNTING

METER READING CARDS - UTILITIES
ACCOUNTING

OPR or
DOCUMENT/ORIGINAL)
OFM RECORD COPY
OPR 10 years - See remarks
OPR | Termination plus 6
years
OFM | 3years

PRIMARY (SOURCE

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-05B-17

GS55-05B-27

GS55-05B-19

REMARKS

Reference 18CFR125.3 8(a) The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup
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OPR or PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
ITEM NO. SERIES TITLE AND DESCRIPTION OFM DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
RECORD COPY COPIES NUMBER
29.20 | RATE AND BILLING SYSTEM OFM | Completion of Rate Destroy when | GS55-05B-20 Reference 18CFR125.3(30)
DEVELOPMENT DOCUMENTATION - Schedule plus 6 Years obsolete or
UTILITIES ACCOUNTING superseded

Service rate calculations and
documentation on billing and collection
systems.

Series Revised - Changed title from 'Rate
and Billing System Development
Documentation - Utilities Accounting';
added 'Includes development of rate
schedule' to the description; changed
retention from 'Destroy when obsolete or
superseded' and added statement in the
Remarks column - 09/06

29.21 | RATE AND COLLECTION SYSTEM OFM | Destroy when Destroy when | GS55-05B-21
REVISION NOTICES - UTILITIES obsolete or obsolete or
ACCOUNTING superseded superseded

Notices to customers of changes in
billing rates and collection policies and
procedures.
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ITEM NO.

29.22

29.23

29.24

29.25

29. UTILITIES
ACCOUNTING

SERIES TITLE AND DESCRIPTION

RATE SCHEDULES - UTILITIES
ACCOUNTING
Official proceedings and approval.

Series revised - Added CFR citation to
Remarks - 07/03

Series revised - added description - 09/06
SERVICE APPLICATIONS - UTILITIES
ACCOUNTING

SERVICE ORDERS - UTILITIES
ACCOUNTING

UNCOLLECTABLE ACCOUNT LISTS -
UTILITIES ACCOUNTING

OPR or
OFM

OPR

OFM

OPR

OFM

PRIMARY (SOURCE
DOCUMENT/ORIGINAL)
RECORD COPY

Clerk of governing
council, commission or
board - PERMANENT -
1 copy archival - See
remarks

3 years

6 years

3 years

SECONDARY (ALL
OTHER) RECORD
COPIES

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

Destroy when
obsolete or
superseded

DISPOSITION
AUTHORITY
NUMBER

GS55-05B-22

GS55-05B-24

GS55-05B-25

GS55-05B-26

REMARKS

Reference 18CFR125.3(30). Contact
your Regional Archivist before
destroying the original record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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OPR or PRIMARY (SOURCE SECONDARY (ALL DISPOSITION
ITEM NO. SERIES TITLE AND DESCRIPTION OFIVT DOCUMENT/ORIGINAL) OTHER) RECORD AUTHORITY REMARKS
RECORD COPY COPIES NUMBER
2926 | UTILITY CUSTOMER DEPOSIT LISTING OPR | Termination of Destroy when | GS55-05B-29 Reference 18CFR125.3(36)
Series Revised: Removed description account plus 3 years obsolete or

'Listing of customers that have a security superseded
deposit on their accounts because of past

account issues of non-payment. Includes

name, account number, deposit amount,

etc.'; reduced retention from 6 years and

added CFR reference in the Remarks

column - 09/06

New Series - 10/04

29.27 | UTILITY METER READINGS / USAGE OFM | 3 years Destroy when | GS55-05B-18
DOCUMENTATION obsolete or

Series Revised - Changed title from 'Meter superseded

Books - Utilities Accounting' - 09/06
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GLOSSARY

Archival Public records which possess enduring legal and/or historic value and must not be destroyed. Local government
agencies must either transfer these records to Washington State Archives or retain and preserve these records
according to archival best practices until such time as they are transferred to Washington State Archives.

Essential Public records that local government agencies must have to maintain or resume business continuity following a
disaster. The retention requirements for these records may range from very short-term to archival, but are necessary
for an agency to resume its core functions following a disaster.

Security backups of these public records must be created and deposited with Washington State Archives in accordance
with RCW 40.10.

OFM Public records which have been designated as “Office Files and Memoranda” for the purposes of RCW 40.14.010.
OPR Public records which have been designated as “Official Public Records” for the purposes of RCW 40.14.010.
Permanent These records must not be destroyed. Permanent records which are not designated as archival or potentially archival

must remain in the agency’s legal custody.

Potential Archival Value  Public records whose enduring legal and/or historic value must be appraised by Washington State Archives on an

and individual basis. Public records will be reviewed for sampling/selective retention by archivists from Washington State
Potentially Archival Archives. Records not selected for retention by Washington State Archives may be disposed of after appraisal.
Record Series A group of records, performing a specific function, which is used as a unit, filed as a unit, and may be transferred or

destroyed as a unit. A records series may consist of a single type of form or a number of different types of documents
that are filed together to document a specific function.
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INDEX: ARCHIVAL / POTENTIALLY ARCHIVAL / PERMANENT RECORDS
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Temperature Logs Electric Power Generation System ........ccccceeeeciieeeccieeccciveeenn, 45
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EMERGENCY SERVICES
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FAIRS
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RIDDON WINNEIS LiSt.eeuviisiiiiiieeiieiiiieeitee st ettt esieesstee e e st esae e s beesaeessaeenseeenns 54
FIRE AND EMERGENCY MEDICAL
Building Information History Card.........ccoccuveeeeiiieecciiee e 56
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Public Housing Redevelopment Files.........cccvieiieeiecieie e 71
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UtIliZation REPOITS ...uviiiieei ettt e e e e e st r e e e e e e abaaaeea e s 75
IRRIGATION UTILITIES
Land Owner Water Quality Violation..........ccceeecviiieeiiie e 76
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GS50-18-39 ..., 145 GS50-27-08 ....covvveiririieiiiiceee, 171 GS50-30-02C....coevviiiiiiiiiiiiieeee 17 GS50-31-28 ..o, 179
GS50-18-40.....cccvvvvriiiiiniieneen, 145 GS50-27-09 ...covcvviiiiiriiiiiicee, 171 GS50-30-02D....ceevvviviiiiiiiiiiieene 16 GS50-31-29 ..o, 180
GS50-18-41 .., 145 GS50-27-10..ccovivviiiiiriiiiiiicinen, 171 GS50-30-03A....oiiiiiieieeceeee 17 GS50-31-30..ccciviiiiiiriiiiiiicinee, 180
GS50-18-42 .....evvviiriiiiiice, 146 GS50-27-12 ..o, 172 GS50-30-03B......oeevviiiiiineciieeee 16 GS50-31-31 .., 180
GS50-18-44 ......ovvvviiiiiiiece, 140 GS50-27-13 ..o, 172 GS50-30-03C....oviiiiiiiiiireciieeee 16 GS50-31-32 ..o, 180
GS50-18-45.....ccivviiiiiiiici, 140 GS50-27-14 ..o, 173 GS50-30-03D....ceevvviriiiiiiiciiieeee 16 GS50-31-33 i, 180
GS50-25-02 ...vvvviiriiiniieeciinee, 163 GS50-27-15 ..o, 173 GS50-30-04 .....covvvvvriiiiiiiciieeee 17 GS50-31-34 ..o, 180
GS50-25-03 ....vvvviiiiiiiniii, 163 GS50-27-16 ..o, 174 GS50-30-05 GS50-31-35 .., 180
GS50-25-04 .....vvvvvviiiiiiiiiiiiieen, 164 GS50-27-17 weoviiieiiriieiiec e, 174 GS50-31-01 GS50-31-36 it 181
GS50-25-05....evieeiiieeieeee e, 164 GS50-28-01......cvevvvviiiinniiiinieenne 78 GS50-31-02 GS50-31-37 ooviiiviiiiiiieiinic e, 181
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GS50-31-38 .., 181 GS52-07-04E ......oovvviviviiniicinnen, 125 GS53-04-11 ..o, 57 GS55-05A-08......covvviriiiiiiniiinnen, 141
GS50-31-39 i, 181 GS52-07-04F ....covvvvviiiiiniiiinen, 127 GS53-04-12 ..o 57 GS55-05B-01 ....ovvvvviriiiiiiicinnen, 183
GS50-31-40.c..ciiiiiiieiiieece, 181 GS52-07-05A.....ovvviiiiiiiiiiiinnen, 128 GS53-04-13 ..o, 57 GS55-05B-02......covvvinviviiiniiiinnen, 183
GS50-31-41 ..o, 182 GS52-07-05B......oeevvviriiiiiniiiinnen, 129 GS53-04-14 ..o, 58 GS55-05B-03.....coevvviviviiniiiinnen, 183
GS50-31-42 ..., 182 GS52-07-05C.....ooeviviiiiiiiiiiinnnn, 129 GS53-04-15 ..o 58 GS55-05B-04......ooovvviiiiiiiiinnen, 183
GS50-31-43 ..., 179 GS52-07-05D.....oeevvvriiiiiiiiiinenn, 130 GS53-04-16 ..ccovcvviiiiiiiiiiiicineene 58 GS55-05B-05......ooevvviiiiiiiiiiineen, 183
GS50-32-01 ....vviiiiiiiiiiieeciiiees 76 GS52-07-05E ....ovevviiiiiiieeceen, 128 GS53-04-17 ..ovvvriiiiiiiiiiiiiciieeee 59 GS55-05B-06......ceevvrirerrreeiineenn. 183
GS50-32-03 ....cvviiiiiiiiiieeiies 76 GS52-07-05F ...ovvvveiiiiiieicinen, 130 GS53-04-18 ....cvviiiiiiiiiiicieee 60 GS55-05B-07 ....evvvvvriieiiieciinenn, 184
GS50-32-04 .....ocvvvviiiiiiiiieie, 76 GS52-07-07A.....oooiiiiiiiiiiiinen, 131 GS53-04-19 ...covviiiiiiiiiiiiieee 60 GS55-05B-08......covvvririrriiiiinenn, 184
GS50-32-05 ..o, 76 GS52-07-07B....ovevvviriiiiiiiiiiineen, 130 GS53-04-20 ....cciieeiiieeiireee e 61 GS55-05B-09......ccevvvuviviiiiiiiinenn, 184
GS50-32-06 ..cccovveeiiriieiieeereeenn 77 GS52-07-07C....ovvviviiiiiniieiiinneenn, 131 GS53-04-21 ..o 57 GS55-05B-11....cvevviiiiiiiiniiiiinen, 184
GS50-32-07 ..ovvrriieiiriiiiieeenneeenn 77 GS52-07-07D....cevvvvriiiiniiiiiiiienn, 131 GS53-04-22 ..o, 61 GS55-05B-12.....oceviiiiiiiiiiiiiiienn, 186
GS50-32-08 ...ccovvieiiriieiiecee, 77 GS52-07-07E ....oovvvviiiiiiiiiiiiien, 131 GS53-04-23 .. 61 GS55-05B-13.....ooiiiiiiiiiiiiiciiien, 185
GS50-34-01 ...coocvviviiiiiiiinieinneeen, 25 GS52-07-08 ......eveeirieeeeeeerieenn, 132 GS53-04-24 .....ovvvvviiiiiiniciieee 62 GS55-05B-14 .....ooviiiiiiieecreen, 187
GS50-34-02 ....ccvviviiiiiiiiiicnee, 26 GS52-07-09A.....cooiiiieiieeereeen, 132 GS53-04-25 ....ciiiiiiiiiiineceee 62 GS55-05B-15.....oiiiiiieiieeeeen, 187
GS50-34-03 ....cccviviiiiiiiiiicieen 25 GS52-07-09B......ovvvvvriiiiirieernee, 132 GS53-04-26 ....cvvvviiiiiiiniciieen 59 GS55-05B-17 ...cvveeiiiieiiieecrieene 188
GS50-34-04 ....coovvvviiiiiiiiiiie, 26 GS52-07-09C.....cevvvvriiiiinniiinen, 132 GS55-04-01 ..., 120 GS55-05B-18.....cevvviiiiininiiiiiieen, 191
GS50-34-05 ... 26 GS52-07-09D.....ceevvvriiiiiiriienee, 132 GS55-04-02 ..., 120 GS55-05B-19....ccevvviiiiiiiiiiiieen, 188
GS50-34-06 ....ovveeiiriiiiiiee e, 26 GS52-07-09E ......ovvvvvriiiiniiiinen, 132 GS55-04-03 ....viiiiiiiiiieec e, 120 GS55-05B-20.....cccovvmiivinnnininnnnnenne 189
GS50-34-07 .cooviriieiiiiiiriecieene 27 GS52-07-10..cccovviiiiriiiiinieennee, 133 GS55-04-04 .....covvviiiiiiieeciee, 120 GS55-05B-21...cccuvvvvvriiiiiiiiinen, 189
GS50-34-08 ....vvvvviiriiiirieciieee 27 GS52-07-12 ..o, 133 GS55-04-05.....cvvvviiriiiiiieciinee, 121 GS55-05B-22.....uvvviviiiiiiiiinn, 190
GS50-35-01 ..ccoviviiiiiiiiinicciieeeene 18 GS52-07-13 ..o, 133 GS55-04-06 ......ovvvivnriiiiiniiiiinenn, 121 GS55-05B-24 .......ooovviiiiiiiiinn, 190
GS50-35-02.....ccvvvviiiiiiiniiciiieee 18 GS52-07-14 ..o, 133 GS55-04-07 ..covvvvviiriiiiniiiiiiineeen, 121 GS55-05B-25.....eiiiiiiiiiiecee, 190
GS50-35-03 ....viiiiriiiiiniceeee 18 GS52-07-15 ..o, 124 GS55-04-08.......ovvvvviiiiiiiiiiniineenn, 121 GS55-05B-26......eevveiriieiieeeen, 190
GS50-35-04 .....cvvvviiiiiiiiiiiiieee 19 GS53-04-01 ..ccovvviviiiiiiiiecineeen, 55 GS55-04-09......ccvvvvviiiiiiiiiiciiie, 121 GS55-05B-27 ..cuviiiiriiiiiiicien, 188
GS50-35-05...cccviiviiiiiiiiiiiiieee 19 GS53-04-02 ....cvvviviriiiiiiecineeen 55 GS55-04-10....ccviiviiiiiiiiniiiiiieenn, 121 GS55-05B-28......ovvviiiiiiiiicien, 186
GS52-03A-05....ceiiiiiiieiieeeereeene 93 GS53-04-03 ....oocvviviiiiiiiiiicineeee 56 GS55-04-11 .., 122 GS55-05B-29.....vvviviiiiiiiicinen, 191
GS52-06C-09.....ccevvvriiiiiieiiinenn, 133 GS53-04-04 ......cvvvvvviiiiiiiiiciieeee 56 GS55-04-12 ..o, 122 GS55-05D-01....cvvvviiiiiiiiiiciiieeene 28
GS52-07-01..cvviiiiiiiiiiiecien, 124 GS53-04-05....cccvivviiiiiiiiiiciiieee 56 GS55-04-13 .., 122 GS55-05D-02.....ccovvviviiiiiriiiiiieene 28
GS52-07-03 ...ccvviiiiiriiiiiieciineen, 124 GS53-04-06 ....eveeeeieeiieee e 56 GS55-04-14 .....covvvvviiiiiiiieinee, 122 GS55-05D-03....coiiiiiieiieeeeeeee 31
GS52-07-04A......coovvviviniiiiinneenn, 125 GS53-04-07 .covvreeeerieeeeeeee e 56 GS55-04-15....ciiiiiiiiiniiennee, 122 GS55-05D-04.....oeevveieeeeeee e 34
GS52-07-04B......coovvvviviiiiiiiinenn, 126 GS53-04-08 .....eveeviriieiireeereeee 57 GS55-04-16 ....cvvviiiiiiiiniiiiiiiee, 122 GS55-05D-05.....cuiiiiiiiiiriieiieeee 35
GS52-07-04C.....ccovvviiviniiiiiinieenn, 126 GS53-04-09 ...cvvieiiiiiiiieeeeee 57 GS55-04-17 .coovvviviiiiiiiniiiciieeen, GS55-05D-06......ccevvvrviiiirieiireen, 35

GS52-07-04D.......ccooovvveviirniinins 127 GS53-04-10.....ccevvviriiiiiiniiiinieene 57 GS55-05A-05 GS55-05D-07......ccovvivvniiiiiiinenne, 35
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GS55-05D-08......cooovviiiiiriiriiiienin 36 GS55-05E-25 ...coiiiiiiiiiiiii, 30 GS55-06A-23.....cccviiiiiiiiiiiieiens 162 GS58-05-05.....covviviiiiiiiiiieie 114
GS55-05D-09.....ccovvviiiiiniiiiciinne 38 GS55-05E-26 ....ccvvvvviiiiiiiiieiien, 48 GS55-06A-24........oooviviiiiiiieinns 172 GS58-05-06 ......covvvviiiiiiiiiienine 114
GS55-05D-10....ccoieiiiiiriiiicienins 38 GS55-05E-27 ..o, 30 GS55-06A-25.....ccooviiiiiiiiiiiein, 149 GS58-05-07 ...ooovvvviiiiiiiiriieenne 114
GS55-05D-11....coiiiiiiiiiiiiieiieis 38 GS55-05E-28 .....ovvviiiiiiiiici, 43 GS55-06A-26......cooovuiiiiiiiiiennn 160 GS58-05-08 .....oovvviviiiiiiiiieenee 114
GS55-05D-12....cviiiiiiiiiciieieis 42 GS55-05E-29 ....vviviiiiiiie 47 GS55-06A-27 ...ccoviviiiiiiiiiiieiin 148 GS58-05-09 .....oovvviiiiiieiiie 115
GS55-05D-13....cciiiiiiiiciiieis 43 GS55-05G-01.....oviviiiiiiiiiiennee, 29 GS55-06A-28.......cooovviiiiiiiienine 149 GS58-05-10....ccoviiiiieiiiieenee 115
GS55-05D-14.....oiiiiiiiiiiieis 44 GS55-05G-02.....ccveevviiiiiniiiiciiennene 29 GS55-06A-29.....cccoiviiiiiiieieeins 154 GS59-02-01 ...cvviiiiiiiiiiiiciee 23
GS55-05D-15.....iiiiiiiiiee 44 GS55-05G-03.....ccvvevierieniiiierienne 32 GS55-06A-30....ccviviiiiiiiiieennee 154 GS59-02-02 .....ooovvieiieiiniiiieieee 24
GS55-05D-16....ccviviiiiiiciieie 45 GS55-05G-05.....covvivieiieniirieriennee 50 GS55-06A-31...cccviviiiiiiiiennne 158 GS60-01-01 ...cvviiiiiiiiiieree 63
GS55-05D-17...vieiiiiiiiciiiiceie, 45 GS55-05G-06.......covvvvviniiiniiiiiennen, 49 GS55-06A-32.....ccvvviiiiiiiiiinis 161 GS60-01-02 ....coovvviiiiiiiiiieieiieen, 63
GS55-05D-18.....ccviiiiiiciiiiiiienn, 49 GS55-05G-07.....oovvviiiiiiiiiiiiennen, 31 GS55-06A-33.....cciiiiiiiiiiiiiis 161 GS60-01-03 .....ccvviiiiiiiiiiiieee, 63
GS55-05D-19.....cciiiiiiiciicieien, 50 GS55-05H-05.....cooiviiiiiiiiiiiciee, 53 GS55-06A-34 ..o 162 GS60-01-04 ......ovvvvrericrercienen, 63
GS55-05D-20.....ccvviiiiiieiiciiinienen, 34 GS55-06A-01......oovvviiiiiiiiiinies 147 GS55-06A-35....ccciiiiiiiiiiiiie 150 GS60-01-05.....covvviriiiiiicrercienn, 63
GS55-05D-21....cviiiiiiiiiiiiiiee 30 GS55-06A-02....cccvvviriiiiiniieine, 148 GS55-06A-36.....cceevvieiieiiiniinins 160 GS60-01-06 .....ooevriviiriiiiciiinieinns 64
GS55-05E-01 ...ovvviiiiiiiiiiiiiee 28 GS55-06A-03.....ccvviiiiriiiiiicne, 147 GS55-06B-01.....ccvvevieiiiiiine, 148 GS60-01-07 ..covviiiiiiiciiciiciieins 64
GS55-05E-02 ....vvvviiiiiiiiiiiie 33 GS55-06A-04......ccovevieiiiniiiieiens 150 GS55-06B-02.......oovvviveriiiiiiniens 150 GS60-01-08 ......ocovviviiriericiieiieiens 64
GS55-05E-03 ..., 33 GS55-06A-05.....ccovierieiiniiiniiiiens 151 GS55-06B-03.......ccovvviiriiiiiee, 150 GS60-01-09.....ccvviiiiiiiiiiriieiee 64
GS55-05E-04 .....covvvviiiiiiiiiiien, 36 GS55-06A-06......coovvuiiiiiiiiiinn, 151 GS55-06B-04........ccovvviriieiine, 151 GS60-01-10....cciiiiiiiiiiiiiiiieiiien, 64
GS55-05E-05 ....oovvvviviiiiiiiiiiiie, 37 GS55-06A-07 ...coovvvviiiiiiiiiinenen 151 GS55-06B-05.......coovieiiiiiiiiiins 153 GS60-01-11 ..., 65
GS55-05E-06 .....covvvvvierieiiiniiiiene, 37 GS55-06A-08.......cooovvivriiiiiiinnnn 151 GS55-06B-06........cocvviiiiiiiiinins 156 GS60-01-12 ..o 65
GS55-05E-07 ...oovvvviriiriciieieiienn 38 GS55-06A-09......ccoovviviiiiicieeenn 152 GS55-06B-07 ......ooovviiiiiiiiiiiis 152 GS60-01-13 ..o 65
GS55-05E-08 .....covvevierieiiiiiiinen 39 GS55-06A-10...cccvviiieiiiiicieeennee 153 GS55-06B-08.........ccvvviiiiiiiiiins 156 GS60-01-14 ..., 65
GS55-05E-09 .....vvvvviiiiiiiiciee, 39 GS55-06A-11.....covviiiiiiiiiiiieinns 155 GS55-06B-10.....cceevrieiiiiiienne, 159 GS60-01-15 ..., 66
GS55-05E-10....ccvvvviiiiiiiniiciieen, 40 GS55-06A-12.....cccviiiiiiiiieiieinns 156 GS55-06B-11....ccoviiiiiiiiiiene, 161 GS60-01-16 ...ccuvivririiiiciicieien, 66
GS55-05E-11 ..o, 40 GS55-06A-13.....ccoviiiiiiiieiieis 156 GS55-06B-12......ooovviiiiiiiieies 158 GS60-01-17 oo, 66
GS55-05E-12 ....vviviiiiiiiicie, 41 GS55-06A-14......coveiiiiiiieiieins 157 GS57-01-01 ..o, 54 GS60-01-18 .....eoveviiriericricieii, 66
GS55-05E-13 ..o 43 GS55-06A-15....ccciiiiiiiiiiiiiniee 157 GS57-01-02 ...cvveiiiiiiiiiciicie 54 GS60-01-19 ..o, 66
GS55-05E-14 ....cooviiiiiiiiiicii 32 GS55-06A-16....ccvvviiiiiiiiieennne 158 GS57-01-03 ..., 54 GS60-01-20......coviireicreieieecieee, 66
GS55-05E-17 oo 44 GS55-06A-17 ..ocovnriiiiiieiiieeee 153 GS57-01-04 ..., 54 GS60-01-21 ..o, 66
GS55-05E-18 ....evviiiiiiiiiiiiiiienen, 44 GS55-06A-18......covviiiiiiiiiiiiis 155 GS58-04A-03......ooovieiiiiiricrienn 59 GS60-01-22 ..o, 67
GS55-05E-20 ....ccovieriiiiiiiiciinn, 46 GS55-06A-19.....cceiviiiiiiiiiiiiis 157 GS58-05-01 GS60-01-23 ... 67
GS55-05E-21 ...ovviviiiiiiiiincien, 47 GS55-06A-20......ccovuiiviieiieiinins 159 GS58-05-02 GS60-01-24 ..., 67
GS55-05E-23 ...vviiiiiiiiiiii 48 GS55-06A-21.....ccvivviiiiiiiciiiine 162 GS58-05-03 GS60-01-25 ....cvieiiiiiiiciicreei, 67
GS55-05E-24 .........cvvvviviiiiiiiiins 49 GS55-06A-22.........covvvvniiiiiinnnn, 159 GS58-05-04 GS60-01-26 ......oocvvirrericiieriie, 67
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GS60-01-27 oo 65 GS60-01-39 ..., 69 GS60-01-52 ...cviviiiiiiiiiiiciineee 73 GSB5-01-01 ....evviiiiriiiiriicereccee, 5
GS60-01-28 .....ccviiviiriiiieeee, 65 GS60-01-40.....ccivviiiiiiiriniiiieee 71 GS60-01-53 ..., 74 GSB5-01-02 ...covvieiiriiiiiiieeireecs 5
GS60-01-29 ... 67 GS60-01-41 ... 71 GS60-01-54 .....cvviviiiiiiiiiiiiiieee 74 GS65-01-03 ...covviiiiiriiiiiiieciireecs 6
GS60-01-30....eveeieiiieeiirecereeee 68 GS60-01-42 ... 71 GS60-01-55 ..., 74 GS65-01-05...covvviiiiiiiiiiiiieniiriees 6
GS60-01-31 ... 66 GS60-01-43 ... 71 GS60-01-56 ....evieeiiieeiiieeereee 74 GS65-01-06 .....cvvvveiiiiiiiiiiiiiiieeens 7
GS60-01-32 .. 68 GS60-01-44 .....oveviiiiiiiiiecieeee 71 GS60-01-57 .covriiieiieeieee e 75 GS65-01-07 ..oooviviiiiiiiiiiiiieeiiiiecns 7
GS60-01-33 ... 68 GS60-01-45.....cviiiiiiiiiiriciieeee 72 GS60-01-58 .....eviiiiriiiirieirieee 75 GSB5-01-08 ....evieeiiieiiieeeeeieeeee 8
GS60-01-34 ....vviiiiiiiiiiieciiees 68 GS60-01-46 .....cevvvvvriiiiiieciieees 72 GS60-01-59 ...covviviiiiiiiiricieee 75 GSB5-01-09 ...covvviiiiiiiiiieeinrieeee 8
GS60-01-35....ciiiiiiiiiiiieciies 69 GS60-01-47 ..covvvviiriiiiiiiieeiiieees 72 GS60-01-60.....cveveiiriieiiniiiinneeene 67 GSB5-01-10 ..cciiiiiiiiiiiiiiieeiniieeee 9
GS60-01-36..cccinvieeiriieieeee e, 69 GS60-01-48 ......ovvviiiiiiiiieiiiiiees 72 GS60-01-61.....ccvvvviriiiiiriiciiieee 74

GS60-01-37 .ooviiieeerieeeeee e, 69 GS60-01-50 .....ceiiiiiiiiiiiiiiiiieens 73 GS60-01-62 .....vvvvviviiiiriiciiieeene 75

GS60-01-38 ..., 69 GS60-01-51 ..coiiiiiiiiieiieee e, 73 GS60-09-49 .....cocvvvvviiriiiiiee, 73

INDEX TO:



Washington State Archives
Office of the Secretary of State

Local Government General Records Retention Schedule (LGGRRS)

Version 5.0 (December 2008)

INDEX: SUBIJECTS

NOTE: “CORE” refers to the Local Government Common Records Retention Schedule.

9
911 (master recordings/electronic printouts) ........ 20
A
access card (housing authorities)........ccccceevcvveeenneen. 63

accessibility (transit authorities)
accidents

incidents (volunteer firefighter) .....ccccccvveveeneen. 55

ErAffiC o 144
ACCOUNTING...ciiiiiiiiiieeiiree e see CORE
ADA (Americans with Disabilities Act)

transit customers......cooeviiiieiei i 175
administrative appeals/hearings (land use)............ 83

adult case files
assigned counsel
class A felonies/major cases

class B felonies ........cceeveeevnnennn.

class C felonies/DUl........cccooeveeeveeeeeeiieeeeennne

dismissed/acquittals ..........ccoceeveeeeeeeireeeneenns

prosecuting attorney

criminal
class A felonies/major cases.................... 125
class B felonies......ccccoeceeeevcieeieceen e, 126
class C felonies/DUl ......eceeveuvveveeveeerenenn. 126
declined .....ueeeeeiieci s 125
dismissed/acquittals ........cccceeverierieniennenne. 127

MIiSAEMEANONS ....evveeeiieeeeiiiee e 127

advertising

electric ULIlIties ..ovvvvvereee e 185

transit aUthorities ......cccvcvevceeniieriecc e, 178
aerial photographs........ccccevveiieeeeccer e 134
aeronautics board (port districts) .......ccceevveenenns 120
aging/youth/family (support services).........cco...... 163
agricultural burning .......cccccevveeeieiniieneeeeeeen 8
Agriculture, Department of

field test standards........ccceeeerveercieenveenieennnnn 106

pesticide Permits .......cccceeeeeciieeccciee e 68
air quality/pollution

ashestos coNtractors........ccoceveecveeiesceereesenseeennn,

burning (indoor/outdoor)...

complaint files ...c.eeveeiiiiiciee e

data SUMMACIES ..ccoveiiee e

electric facilities ......coeevveeircceiiiieeeee e,

federal regulations............cccoeeeeciiiicciee e, 6,7

history files ....c.vvieeeiee e 5

MaNAgEMENT ..ooeiiiiiiiieireece e 6,7

sewer/water facilities ....ccocvveeeeevveieneeeee e 157

sewer/water system facilities............ccceveeueenne. 157

Site MONItOrING «oeveeeiiiceeee e 8

weather monitoring........cccocveevveenieenvenniieeeeen, 9
airports/airlines/aircraft (port districts) ....... 120, 122
alarms (fire/emergency medical)......cc.ccceevevnrnnne. 55
alleys (right-of-way vacations)..........cccccceeecieeenns 141
allocations (housing authorities) .........cccccceeveeenneee. 63
Americans with Disabilities Act (ADA)

transit CUSTOMErS....cocvveiiiiieeeiee e 175

INDEX TO:
SUBJECTS

animal control.......ccccceevcveeenciee e,
complaints/incidents/citations
diSPOSAl..cciiiiiieiiee
investigation reports........cccoocveereieeeiiieec e
kennel iCeNSES......ccuvvieciieeeceeeeeiee e

Board of Pharmacy ......cccccevveeveeiiieniecnieeiees

controlled substances...................

healthcare......cccccceeeeeciiieeieeiienn,

legend drugs
annexations

local government.......ccccveeeecveeecciee e 93,94

transit Service areas.......covvevevevevercrvsciinnns 181
Annual Construction Program (ACP).........cccueeue... 135
apartment inventory/inspection .........ccccccveeveenneen. 63
apparatus failure report (electric power)............... 28
appeals

hearings case files (land use) .......ccccceeeeuvveennnenn. 84

noxious weed enforcement actions/penalties. 113
applications

building construction permits

business liCeNSES......ccevcvveeevcveeeeiee e,
appraisals, property (transit authorities).............. 179
arbitration/grievance (housing authority).............. 65
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asset management.........ccccvvviiiiieneiniinnes see CORE
assigned coUNSel ......ccocvevevieriiiiiiineeeeee e, 15
case files
adults
class A felonies/major cases.........ccceeuvee.. 15
class B felonies.......cccceecveeeeecieeieciieeecieee, 15
class C felonies/DUIl .......ooveeuveeeveeirecinneeene. 17
dismissed/acquittals...........ccceevvereenneennnnne. 16
juveniles
class A felonies/major cases..........coeu..... 17
class B felonies......cccccevvieeincieiiccieeeesieenn, 16
class C felonies/DUI ........cccoeeuveevveeeeeicueenn. 16
dismissed/acquittals .......c..cccoeeeevreiveeennnens 16
defendant interview cards/sheets.......c.cceeeuuunee. 15
Promissory NOtES ......ccevvvviiiiiiiiieee e, 17
assignments (transit operators)
DUSES...eeeeeteee e 175
FOUTES. ..eiieiieeeirere et e e e sirre e e snee e e s nnee e 178
attendance (parks/recreation).......c.ccccecvevueenenen. 118
audio recordings
juvenile CoUrt ..., 78
radio logs (transit authorities) ..........cccccueeene.e. 179
AUAILS eveeeeiiee e see also CORE
DUSINESS .. 103
final rePOrts ...oeeeceveeeeee e 107
FINAINGS e 107
STAtiStiC [0 . eeeeeiieieeeeee e 103
transit triennial reviews.........cccccoeeeciiiieeieeeenns 182
B

backflow (water systems)
INCIAENTS eveeiieiecec e 147

Preventers ......ccccoveeeieriieiieeecee e 147,148
backup tapes.....cccccveeerviereiciieecieeeee see also CORE

automated dispatch.......ccccviviiiiiiniiieiiieneen, 20
benefits (human resources)........cccceeevennee. see CORE
billing

housing authorities.........cccceeeeeeeeciei e, 63

port districts ....c.oeeeecieeieiee e, 121

UEIHITIS v 183, 189
bite reports ...cceee e 10
block grants (housing authorities) .......c.ccccceevuvenneen. 71
boards/councils........ccoeeereeeeeereeecreecreeeeeens see CORE
boiler tube failure report (electric power).............. 28
bonds (housing authorities)

NON-PrOfit .oeeeeiiieceiee e

project files
booking cards (animal)......cccccceeveiveeevcieeeeee e, 10
borrowing (library circulation/loans).................... 101
boundary changes (local government) ............. 93,94
bridge/road closures..........ccoceveeceiieseeceeseenens 142
bridges

anNUal rePorts .....coccveeeeciiie e, 134

INSPECLIONS..cciiiiiiiiiiieici, 135

maintenance history.......cccccoceeeeecieeeecvee e s, 135
buildings

CONSErUCtioN PErmMitsS ..occvvvveeeeieviiriieee e, 85

fire/emergency medical ........ccoeevvevreecreceennnennen. 56

911y o o o UUPP 89

inspections

AN USE ..ottt 86

special valuation taxes.........ccceccveeevcvveeeecireeeennen. 90
burials

cemetery records/permits........cccceeeeeeriveeecneennne 18

INAIZENTt ... 26

section books/Maps.........cceeveveeeeeiieeciecieceenen, 19

INDEX TO:
SUBJECTS

burning

1Yol e [=T o1 £ TSP 8

PEIMIES.cciiiiiiiiiiii e 56
DUS FOULES .ottt 180

schedules/timetables .........ccoovevveveveeeieieeeeenns 175

SHEILEIS et 176
buses

assignments/changes .......ccccovvveeveeeveeecreeenneeens 175

MaiNtenNancCe.......oecuveeeeeee e see also CORE

Cleaning ...c.vve e 175
INSPECLIONS .. 179

business licenses

applications.......c.eeeeeciee i 104, 105

enforcement inspections.........cccceeeveerieeeneennne 104

notice of CloSUre .......ceeevveei i, 105

FENEWAIS .eveeeiiiee et 105
business tax refunds .........ccccvvvieriiniieeniee e, 106
C
calibration of field test standards..........cc.ceeeuueene 106
capital equipment (fire/emergency medical) ......... 57
capitol improvements

drainage basins/watersheds...........ccccceevurennenne. 170

surface water drainage.......cccceevveeeeeenveenineenne 173
card file index (COroners) .......ccceeeveeeecieeeecieee e, 25
cargo handling/storage (port districts) ................. 120
case files

(oo U1 RS see adults or juveniles

involuntary commitment........ccccceceeeeeeeeeeneee, 164

SOCIAl SEIVICES wvevruvieriieeiiieiee ettt 163

SUPPOIT SEIVICES...ciiiiiieiiiriie e 163
cash transmittals (promissory notes)...........c.......... 17
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catalogs (library collections) ........cccceeeveevieennennns 101
cemeteries
burials/iNterments........cccccooveveeeieeiee e
section books/maps
chemical analysis (water systems)

child care (SUPPOIt SErVICES) .....eeeecuveeeriieeeeiieeenns
Children .ooeeeeeeee e
circulation (library materials).......ccccoeeeeeriieenineens
citations (animal control).......cccccceeveeeeeneeeennnen.
citizen complaints (public Works).........ccccevveenenne
civil aeronautics board (port districts) .................. 120
civil case files (prosecuting attorney) ................... 131
civil defense zone control ........ccccceevivevcieiiieenieeenne, 52
civil files (prosecuting attorney)
lItIgAtioN . ...ueee e,
topical/working files ......c.ccccvveveverieenieecieenen,
cleaning services (buses)
client screening/referral (social services) ............. 163
closure notices (roads/bridges)
coal logs (electric POWEr) .....cccvvveveeeiieeeieenciieeieenane
code complaints/violations (land use).................... 86
cold storage (port districts)........ccceevveeeciieeeniinenenn. 121
collections
housing authorities..........cccocceeeeeciee e 64
utilities accounting .......cccceeveveveecceee e, 183, 189
collections, catalog (library).....ccccceeevveveeeiveesnennns 101
comments (customers)
library Services.......cccovvveeieiieeciiiieeee e,
transit authorities
communications ...........
911 conversations
911 electronic printouts ........ccceeeecveeeecevee e, 20
dispatch backup tapes.....ccccccovvveeevciveececiee e, 20
master address street 1085 .....ccccceevvveerereneennnnn. 20

National Criminal Information Center................ 20
(= o [To TN [o -SRI

supervisor shift reports
tape requests

teletyPeS .coieiee e
community files (housing authorities)
community relations.........cccoeeeeveniienieene see CORE
complaints
anNiMal CoNtrol...cuuiicieeieciece e 10
drainage (surface water) ......ccccceeevcveeecciveeennen, 169
library ServiCes....cccoovieeeceee e 101
NOXIOUS WEEAS ...coevvveveeiieeieeeeeeeeeeeeeeeeeeee 114, 115
PUblic WOrKS......vveeeeiieeeee e, 136
SUMface Water.....cocvvvceeeeerieeeceee e 169
transit aUthorities......ccocvvvcieeeeciee e 176
weighing/measuring devices ..........ccccceevvennene. 112
comprehensive
land use plans .......cccoveeecieee e 87
history files......ccocveeeecie e, 87
maps/drawings/photos.......c..cccceeeereeeireencnenns 95
management plans (flood control)................... 170
sewer/water systems plans........cccceevererernenne.
solid waste plans .......cccceevieeiiniiinieeeeeee
conditional use Permits .......cccceecueerieenieeenieeneeene
conservation districtS......cccceevvveeerriieeniiieeenieee e
ANNUAl PlaNS.....cocieeeeiee e
landowner agreements ..........cccccveeeeciveeeennns
long-range plans.......ccccuee.....
CONSTrUCTION .ceoveeeeeieeeeeeee e
analysis (housing authorities)
annual construction program (ACP) ................. 135
drawings (approved)......ccccevceeeriieniveenveeseeenn. 84
€leCtriCc POWET . .uieiiiiieeeiie e 32
electric power system........ccceceveveeeiieeecnnennn. 29,51

parks/recreation.........ccceeeveeeveevveereeereennen.
permit files (invalid).......ccccevvveeeiiiiieee e
PErmMit INAEXES....coovieiieiiiieiecec e
preliminary plans........ .
sewer/water systems .........ccccceeunne
surface water drainage....................
transitory building permit
transportation improvement
Utility plants....ccoeeeeciee e
contamination (water systems)
contractors (ashestos) ......ccceeveeveeeveeeieeeciee e
(o] o1 1 o1 £
housing authorities.........ccccceeiiiieeiiieicciiiieeeee,
port districts ....ceeeeeciieeieiee e,
utility plant construction .................
control actions (noxious weeds)
controlled substances
animal health ... 13
INVENTOIY weeviiiiiiiiiec e 11
legend drug inventory/logs .......cccocevvevereneenenne 12
order fOrMS....uuerceeiieerie e 11
Pharmacy Board ........ccccceeeevieeeeiiee e 10
coroner/medical examiners
card file iINAeX ..covveerieiniiiieeeecee e
death reports....cccveeeceee e,
indigent burial........cccovv i
INQUESTS e
investigation files

morgue register.......ccccceiiiinnnnnnn,
personal property (deceased)
photographs and video of investigations ........... 27
COUNLY fairS oo 54
COUrt (JUVENIIE)....eeeveecereeeee ettt 80

INDEX TO:
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audio/visual recordings .........ccceveveerceeeereenienennns 78
CASE fIlES tireeee e 80
daily recordings ......cccocveevcieiiniieeeniee e, 78
AOCKELS it 79
crew sheets (public works) .......cccccvviiiiieeeiiineens 136

criminal case files
assigned counsel

adults
class A felonies/major cases.............oeu..... 15
class B felonies......ccoceeeeeeeccnreeeeeeeeecinneeen. 15
class C felonies/DUl ......ccueevvveeeveeiveeennenns 17
dismissed/acquittals .......c...ccoeeeevieireeenneens 16
juveniles
class A felonies/major cases.........ccceeuennne 17
class B felonies.......cccceecvveeeecieeicciiee e, 16
class C felonies/DUIl .......oovveuveeeveeereeinneeene. 16
dismissed/acquittals ...........ccceeevereenneennnnne. 16
prosecuting attorney
adults
class A felonies/major cases..................... 125
class B felonies.......cccccveeeccvieeeciiee e, 126
class C felonies/DUI .......ccooevveevvveeeriuneenn. 126
dechined .....cccvveeeciii e, 125
dismissed/acquittals.......c..ccceeevrevueennnnn. 127
MIiSAEMEANONS .....vveeeevieeeeeeeeeeee e 127
juveniles
class A felonies/major cases.................... 128
class B felonies........cccccueeeeciieececiececiienn. 129
class C felonies/DUI .......ccooevveevcveeerinnenn. 129
dechined ......ocveeeeciiiieeeeee e, 128
dismissed/acquittals .......c..ccceeevvrenreennenn. 130
MiSAEMEANOTS .....ovveeevieeeeieeeereee e 130
criminal complaint (weighing/measuring devices) 112
critical (sensitive) area designation ...........ccceeeuenn. 88

critical area delineations........ccccecvvevveenceeenieeneeenne, 95
cross-connection control (water systems)............ 149
custodial services (bus cleaning)........cccceceeevvveenne 175
custody investigations (children/juveniles) ............ 78
customers
libraries (complaints) ......ccceevveevveeceeecieecreeenne, 101
POrt diSEriCtS .eevveieiieeiieeee e 121
transit authorities
ADA liGIDITY «.vvoeereeeereeeee e eeeeee e, 175
comments/feedback .......cccccovvveuvnneeen.. 176, 181
ridematching/ridership ......ccccoovveeceeicivennenne 180
ULIlIties oo, 183, 184, 191
D
daily
maintenance activity (public works)................. 136
record/log (fire/emergency medical) ................. 57
trip status (solid waste) .......ccccecvveeiiiieeeciiieeenns 165
dam safety compliance (FERC)......ccccceecvveeeeiveeennnen. 30
death investigations/reports ..........cccceevveevieene 26, 27
deceased (personal property).....cccccceevcvveeeeciveeennnee. 27
defective side SEeWEerS.......cccveveerveiiiieniiereeeieee 150
defendant interview ........cccceeceeeveceeeinieeeerieee e, 15
delinquent accounts (Utilities) .......cccceeeeeevreeecneens 184
Department of Agriculture
field test standards........cccceveerieeniieennienneennnnnn 106
pesticide Permits .......cccocvveeevcieeeecciee e 68
Department of Ecology
discharge monitoring reports (sewage)............ 150
Federal Clean Air ACE ...........eeeveeuveveveeennnererennnnns 6,7
laboratory performance (sewage).................... 153

landowner agreements (conservation districts). 22

INDEX TO:
SUBJECTS

Department of Health

cross-connection control (water utilities) ........ 149

drinking water systems........cccceveveeeerieee e, 107

water facilities inventory ........cccceeveeeevcieeennns 161

water quality monitoring........ccccoeeeevieniieennenn. 161

water test reportS.....ccoevviiiiiiiiiiiiiiie 162
Department of Social Services

statistical reportS......cccceeecieeeecciie e 164
deposit receipts/registers (utilities).............. 184, 191
design standards (parks/recreation).........c........... 116
design/construction........cceecveeeeeeenreenneenen. see CORE
detention (children/juveniles) ......ccccceevvevrvevreennnnne. 79
development contracts (housing authorities) ........ 64
diking/drainage districts ........ccccceevvevveeiieseecreennen. 169
disabilities (transit customers).........cccccveeeeivereenns 175
disability claims (volunteer firefighter)................... 55
disaster assistance (federal) .....cccccovvevcveeeiciieenns 171
disconnection notices (utilities).........ccceeeevcivrennnns 184
dispatch

backup tapes......cceeevvriieiiee e

transit authorities
dispatcher permits (electric power)........ccccveeeuennee. 38
disposal/disposition

animals (NOtICES)...cceeuiiieciee e, 11

personal property (housing authority tenants).. 65

public records ........ccoceveeeiiieeiiiieeeciee e see CORE

Violations (Waste) .....ccceecveeecieerieesiieesiee e 168
district court case files

prosecuting attorney ......ccccceeevvevveeeerennnne 130, 131
districts (NIiSTOrIC) .ooeeviieiiieeeceeeeee e, 89

special valuation taxes........ccccceeeveciivieeeeeeeccinnes 90
diversion

billing and support files .......ccccceeeeviiiiciieeeneen. 133

juvenile record........cccceeecvieeecieeeennen, 78, 79, 80, 82
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juvenile social files.......ccoeceerieiniiiniieeeeeee 82
pre-prosecution case files .......ccceevvevecierennnen. 133
dockets (juvenile court)
domestic partnership........
drainage basins/watersheds...............
drainage/water quality complaints
Arawings....cccveeeceeeeciee e see also CORE
abandoned/defective/voided (engineering) .... 134
and photographs (land use).........ccceeevvevveennnenne. 95
drinking water
SYyStem Permit......ccocveeiiiieeiiiieeeee e, 107
VIOIatioN .ceiiiiiecic e 162
DUI (driving under the influence) ..........ccuue........ 126
dumping (violations) .......cccceeeieeeeiciie e 168
dwelling rent (housing authorities)..........cccccveeennes 71
E
Ecology, Department of
discharge monitoring reports (sewage)............ 150
Federal Clean Air ACE .........uueeeeeeeeeeeeeeeeeeeevennnnnns 6,7
landowner agreements (conservation district) .. 22
sewage treatment plants.........ccocceveeveeneennnnne.
ECU (equivalent customer unit)
elections............. see County Auditor General Records

Retention Schedule
electric power

(oloT: | I o ={ SRS 28
construction
€ost analysis ...ccevevciieeee e 29
expenditure requisition/authorization .......... 32
fOrecasts....coccvevieiicceece e 34
project files.......cocveeeeciiieieeeeeeee e, 29

utility plant contracts......cccceevevcieeeeccieee e, 49

WOIK iN PrOGresS...ccvveeeeciieeeeieeescveeeeseieeeeeaens 50

WOIK OFderS ceeeeeiiieeeeieeeeeeee e 51
dam safety compliance ...30
demand charts.....cccoccevivccieiinieeeiniieeee ... 43
electricity diversion investigations .31
eqUIPMENT lOS ...ueeeeeriieeiiee ettt e, 31
expenditure requisition/authorization............... 32
facility retirement.......ccccceeecieeeecii e 33
fOreCasts ..ooeviniieee e 34
generation/output logs .......cceveeveevreecreeeenneennen. 35
high/low-tension generating load..........c............ 35
INSUIAtOr teSES ..vvviieiirecieee e 36
lightning/storm data.......c.ccoevveeveeveeecree e 37
102 CUMVES..ccoiiiiieeiiee ettt 38
load dispatcher permits........cccceeeecvveeeeiiieeccinennn. 38
meter history data ...39
(o101 - =L [ =4SSR 40
POIE LISt o 41
pollution reports/studies..........cceeververreerreennenne. 42
Polychlorinated Biphenyls (PCBs)................. 46, 47
recording instrument charts........ccocceeveveviennnn. 43
regulatory agencies/commissions............c......... 30
reports

apparatus failure......cccccoeveveeeeicceeeeee e, 28

boiler tube failure .......ccocceveeirieiniieieeniees 28

dam safety...cocccv e, 30

facility inspection/maintenance
fish count.....ccooeeviiiiiiie e,
gauge reading..........ccecuuu.
hydro-electric operations
line inspection reports .......cccceeeveeeecciveecceneenn.
line trouble....cccueevieiriiece e
maintenance (hydroelectric)........ccccecvveeenneen.

INDEX TO:
SUBJECTS

Meter SNOP ..ooeeiieeeeee e
operationsS.....cccceeviiiiii,
[=T= {01 =Y o) o USRS
spill gate data
station/system generation..............
street opening inspection/repair ....
technical data.......ccoceeeviiivieniiicieeeee,
transformer inspections......c..cccceceeviieniennnen.
water
electric ULIlities ....cccvvveeveeiiiiesiec e 50
WOrK in Progress.....cccvveeeeeeececviieeee e e, 50
station load permits.........cccceeeevieeeeiiieeccciee e, 44
station/system generation reports.........c.cccueeen. 44
street lightS....ooier e,
temperature logs.......
transformer history ...
turbines.....cccceeveineenn.
underground liNeS ........cccvvvviieerriiee e
voltage charts .......ccoceeeecieccee e,
WaAter IOZS ...uvvieeeiiei et e
work permits (hard cards) .......cccceecvveeecieeennnen. 30
electric utilities
AdVertisemMeNntS......uuueeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 185, 187
ledgers/journals/indexes.........ccceeevveveevenreennen. 186
plant [edgers.......covvievieriiiiiieeeceeeee e, 186
electronic information systems ................... see CORE
emergency
MEAICAl coviiiieiieee e
response logs (public works) ...........
SEIVICES wevvereeeeeeirieeeeieee e e siree e
civil defense zone control .......cccceeeeviiierinennne
fallout shelter......cooevveiriieniiieee
Project files.....ccvvvveeeeeiee e
radiological facilities inspection
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search and rescue ......ccccvveevecceieeecieee e 52 TS e e 54 prosecuting attorney

water/sewer incidents........ccccceeeeeeeceenneennene. 160 fallout shelter management ........cccccceeeecveeenciennnns 52 class A/Major Cases .......coveveveevreecreeiesnennn, 128
employment (SUPPOIrt SErVICes) ......covevveervvvercveanns 163 family (SUPPOrt SErvices)......ccoveevcreercieerreesieeneenn 163 (ol =1 - TSP 129
enforcement family law files (prosecuting attorney) ................. 132 €lass C/DUI c..ueieveeeieeeieeeee e 129

inspections (business licenses) .........cccccuveene... 104 fares (transit authorities) ........cccvevevceerneriivennenn, 177 dechined......cocceeee i 128

weighing/measuring devices........ccccceevvevveennen.. 112 Federal (agencies) dismissed/acquittals .......c.ccccoveeeeeiiieeeneennne. 130
engineering drawings.........cccecevveeeunennn. see also CORE Aviation Administration (FAA) ......cccceceervveennnen. 121 field inspections (noxious weeds)..........ccceceveenee.. 114

abandoned/defective/voided............ccocoueenn...e. 134 Drug Enforcement Administration (FDA)............ 11 field test standards

and photographs (land use).........ccceeeveerveernnenee. 95 Energy Regulatory Commission (FERC)......... 30,43 financial......cocooeeiieieie e,
entry cards (housing authorities)........c.ccccccvveeunennee. 63 Transit Administration (FTA) reports................ 177 assistance (support Services).......cccveeevcrveeeenns 163
entry/exit video (housing authorities) .................... 65 Federal Clean Air ACt...........uoucueeeecceeieieeeesieeeenns 6,7 fines (library materials) .....ccccccocvvieeeciiiecciieeciiee, 101
environmental federal disaster assistance (floods)...........cccuueue... 171 fire

checklist (SEPA).......ccccvvieeieee e 96 fee/tax collection .........cceeeveeveecie e 107 alarms

determination of non-/significance (SEPA) ........ 96 feedback (customers) (ol [ ol o =T o1 SR 62

impact statement (SEPA).......ccccceeevvieeeciieeenen. 97 library services.....c.cccovvueerveencienieenie e 101 individual box history .......cccccceevceeeecceeecnen. 59
equipment transit aUthorities .......cocevvevvereeneeniecceeee 176 inspections/locations .........cccceeveriereneenne. 55, 56

firefighter.....ooeece e felonies (adult) FESPONSE ..eeieerieeeeiieeeeeireeeeeteeeeestreeeeeareeeeasreeaas 57

loans (housing authorities) assigned counsel SYStems drawing.......cceeecvveeerceveeeniiieeenniee e 57

logs (electric POWEN) .....eccvveeiiieeiee e class A/Major Cases......ccoeevueeeeeeveereeereeereenenns 15 building history/inspection.......c..cccceeevveevveennnnn. 56
evaluations, performance (transit authorities)..... 181 ClaSS Bttt e 15 burning permits

exhibitors (fairs) .....cccceeceeeceeeirieccee e 54 €lass C/DUL .uecveeieeeeceeceeceee e 17 code violations
expenditure requisition (electric power)................ 32 dismissed/acquittals ........cccccoeevverieieeciennnne. 16 hydrant/water main inspections ............c..cu..... 57
extraditions (prosecuting attorney)........ccccceeeune 132 prosecuting attorney fire and emergency medical
class A/Major Cases......cccueveereereerreeeeseenes 125 AFSOM ciiiiiiiiiieieeeeeteeererereeerereteeeeeteteeeeeeeeeeaeaeeeaeeees 58
ClaSS Buuviiieiiienieeee ettt 126 capital equipment inventory ......ccccccccevevierennnen. 57
F Class C/DUI ..cueruirienieieieeieseee e 126 daily record/log .....ccvereeirieieeree e
dechined......cooceeeiiiiee e 125 equipment inventory
FAA (Federal Aviation Administration) ................. 121 dismissed/acquittals ..........cooeevevevevevrerrieennas 127 fire hydrant/water main inspections.................. 57
facilities/property management........... see also CORE felonies (juvenile) fire iNVEStIGations ......cccevevvereeeeeeeeeeee s
inspection/maintenance (electric power) .......... 32 assigned counsel firefighter disability claims
inspections/certifications (social services) ....... 164 class A/Major CaSEs ......oceevivveveiseeesesveneans 17 incidents/investigations...........cccoeeeuvevenennnn.
retirement (electric pOWer) ..., 33 ClasS Bivuiuereerererieeeeeee e 16 injury/disability (volunteer firefighter)......... 59, 60
retirements (sewer/water systems)........ 150, 151 €lass C/DUl ...cucuieeeeecierereeeeee e 16 inspector’s test of equipment .........c.cceeevveeenen. 60
use permits (parks/recreation)..........c..cocceeueee 116 dismissed/acquittals ..........coceeeeeeeereereeenen. 16 MEdICal INCIAENTS ...vveeeeeeeeeeeeeeereeeeeereeeeeesseesenanas 61

INDEX TO:



Washington State Archives
Office of the Secretary of State

Local Government General Records Retention Schedule (LGGRRS)

Version 5.0 (December 2008)

personnel assignment .......cc.cccoeceerieeniieniennieen. 61

FAdio [0S wveeeeeierieeiie e 61

VEhICle SEIVICE «oouviiiiiieeeeiee e 62
fish count reports (electric power) ......ccccceevvveenenne 34
fleet/motor pool .......ccovveevievieeciieieeeiees see CORE
flood control/damage.......ccccceevveecreeecreeenennns 170, 171
flow records (water/sewer systems) ..........c......... 151
forecasts (electric POWEr) .....ccccveecveeevieecieeecieeeieens 34
foreclosure (irrigation utilities) .........ccceeeeveveencnnenns 76
foreign trade zone (port districts).......cccccvereveennnen. 121
forest practice permit......cccceevieriiiinieniieciiienieee 89
foster care (children/juveniles)........ccoveevuvevveeennnnn. 79
franchises (public Works) ........ccccceeeeiiiieciineeieee. 137
G
garbage (solid waste)

dump loads.....coeeeeeiieiiieee e, 165, 167

landfill/transfer stations...........ccceevvveenneee. 165, 166

outside waste generator........cccceeeeveeeecreeeennnen. 167

receiving/processing l0gs ........cccceeeveevrveenneeenne. 167
gate receipts (fairs) ...ccoceeeceeeecieee e 54
gauge reading reports (electric power) .................. 35
generation/output logs (electric power) ................ 35
geographic data (sewer/water systems) .............. 155
geological data (public works) ........ccccoeeevieeenneenn. 138
gifts/donations (parks/recreation) .........c.couueee... 116
grievances

housing authority tenants ..........ccccccecvveeens 65, 74

SEAff e see CORE
grinder pumps (sewer Systems).......ccceeevveeerveeennns 151
groundwater PermitS......ccccevcveererieresiveeesiiee e 158
Growth Management Act (appeals) ......cccccuveeenneen. 87

guardian ad litum (juveniles) .......ccccceeveveeercienennns 79
H
habitat (wildlife).......ccceeoiiiieiie e, 162
Health, Department of
cross-connection control (water utilities) ........ 149
drinking water systems......ccccccccevveeeeeciereennen. 107
water facilities inventory........cccccceveveeeeiiieenns 161
water quality monitoring......ccccceeeveeveeenienneen. 161
water test reportS.....cccovvvieiieiiiiiiiiiiie 162
high/low-tension generating loads (electric power)
............................................................................ 35
historic buildings/districts/landmarks/sites ........... 89
special valuation taxes........ccccecveeeecveeeeccneee e 90
history files
air pollution SOUrCe........coeviiivieriiieeeeec e 5
boundary change (jurisdictional)....................... 94
bridge maintenance.........ccccceeciiiiieeieecccineeennn. 135
bus Shelter ..., 176
comprehensive land use plan........cccccccvveenneen. 87
diking/drainage districts.......cccceeveeecreeeirienineenns 169
drainage basin/watershed.........ccccocvveeivveenens 170
franchise ......coeveeeviiene e 137
land use (irrigation utilities)........ccccceeeveveervveennen. 76
landfill/transfer stations.......c..cccveeeveevveeeneeenne. 165
medical (juvenile Services).......ccocvevvveervrervennnen. 81
paratransit SErvices .......coeveveveieieieicieieiccccens 179
property (housing authorities) .........ccccceeeuneeen. 69
road MainteNaNCe .....ccceevvevveeirieerieenie e 143
sewage treatment plants........cccccooevveeeecieeennee. 152
street lights...o v, 143
street lights (electric power) ......cccceeeveeviveeceenne 44

INDEX TO:
SUBJECTS

traffic signals......cccvee e, 145
turbine (electric pOWer)......cccceeeevvveeciiieeeeciiee e 48
hookup (Water/SEWer) .......cccevveevveeneeesreeereeene 160
horticulture (parks/recreation)..........cccceevveruveennen. 116
housing (SUPPOIt SErVICES) .....ccvvvercreercreesreerreennen. 163
housing authorities .........ccceecveeeiicieeencee e, 63
access Card/Cardex .....ovevvveeeerieeieeeineeere e 63
AlloCAtIONS..coviiiiecit e 63
apartment inventory/inspection ..........c.ccueen.... 63
ASSESSMENt PrOZramsS ...ccvveeeeieieierererererererererereeens 71
asset management ......ccccvveeeeieiiieieieeeeeeeeeeeeeeeeen 63
DIlliNG filES..eiiiiiieeeeee e 63
bond project files.......ccocvveeevcieeeecer e 64
boNds iSSUED ......ceeeeeririiiieeeieee e 72
(oo} | 1=Yo d o] o - J TP 64
community files ......cocvveiieiiiiiiiiieeee e, 64
construction analysis .......cccccceevveeeiieeeccciiee e, 64
development contracts.........cccceeeevvieeeeciieeeennen. 64
entry/exit VIdEO ....ccvveceeeecieeeee e 65
equIpmMENt l0aNS....ccccuviveeciee e 65
HUD
50058-50059 .....ccciuiirieeriieeieenieeeiee e 65
51245-52603 .....ceciieeiieeiiieeieeeieeeieesreesne e 66
52681-52682 .....ccccuiieeieeiieeieeeieeeiee e nne e 67
52721-52723 ettt 68
52981-53001 ....uveeiurieeereiieeieeeieesreesreesne e 67
complaint 0g.....ceevvieeeeiee e, 67
SUDSIAIES ...veevieeiieeiecc e 68
master plan/redevelopment ........ccccoeeveereennne. 68
Performance Funding System (PFS).........ccc.c..... 68
pesticide application permit......cccccceevvvieeeninneenn. 68
POlICE rEPOItS...ceeieeeciiiieeee e 69
population reports.......ccccceeeeeeciiieeee e, 69
preliminary loan notes.........cccceeeecveeeccieeecnnennn, 69
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(o] ={ =0 4 TSR
property history.......ccceevieniennieeenieeee e
real ProPerty...cccceeecceee e
redevelopment
rehabilitation block grants
relocation checks

rent roll control........coceevvieenieinieeneesieeeeen
requests for payment ........ccoccevieiiienieenieenen,
sale of Property ....ccceceeveeeceee e,
schedule of maximum income..........ccceevvrerennenn. 72
Y =Tord o] o T 2 Nt 65,71,74,75
security deposit/unearned rent.........cc.ccveeeueene 72
SITE MAPS. . uuureriiiiiiiiriririririerererererererrrer———... 69
SUrPlUS Property .....cccceeeeeceieeeciee e e 72
tax-exempt obligation .......ccccccecvveiiiiieeecciee e, 72
tenants
application
applications
damage claims
FIlES ettt
grievances
grievances/arbitration..........ccccceeveeeeerennveenen. 65
leased housing/owner records...........ceeeuveens 74
MONEY OWINE.ceiiieieieeieeeeeeeeeiereeeeeseseseseseseseneans 74
personal property (disposition)..........ceeeuveenn. 65
STATUS e 65
surveys and census tabulations ..................... 74
waiting lists ...cooeeeeieieiiiiieeeeeees
utilities review ..........
utilization reports ........
van loaders manifests.......ccccevevinieeniieinieineennns
hUMaN resSOUrCES ....covvvvrviieriee e
hydrants (water systems)
hydro-electric operations logs/reports................... 36

I
improvement districts (local).....ccccccoevveeeiirerennnen. 138
incident reports (transit operators)........cc.oe....... 178
incorporations (local government)................... 93,94
indigence (determination of).......ccccceevvveecineeenen. 15
indigent burial (COroner)......ccccocvevceeiieencieesceeeennen, 26
indigent client

AAUIE. e 15, 16, 17

JUVENIIES i 16, 17
infractions (prosecuting attorney)

AAUILS cvvieee e 131

JUVENIIES i 131
INQUESTES (COMONEN)..uiicieicieeeiee et 26
inspections

DrIdEES oot

bus (transit)

commercial weighing/measuring devices ........ 111

construction sites (waste disposal)........c.cccue.... 165

housing authorities..........cccccvveeeiiie e, 63

social services facilities........ccocvevveenirinienienns 164

Water SYSteMS....uuuuueerereieiiriivieieieierevereienan 147, 148

weighing/measuring devices ..........ccccvveeveeueenne. 111
inspector’s test of equipment (firefighting)............ 60
insulator tests (electric power).......cccceceercveesveennen. 36
interlibrary 10ans........cccooveriiieieneee 101
interments (CEMEtEries) ......cooveeereeeecreeeeereee e, 18
international customs (port districts) ................... 121
iNVeNntories ......cccceeeevvcieeeeenennn.

controlled substances

housing authorities..........cccocceeeeeciee e, 63

library materials.......ccoceerveeniienieenieeeee 102
investigations

INDEX TO:
SUBJECTS

animal control......cccvevvieencieenieineeseee e 11
code complaints/violations (land use)................ 86
coroner/medical eXxaminer.....cccocevvveeeeeereeivnveeene.
custody (children/juveniles) .........
electricity diversion .......ccccceeeneee.
probation officers (juveniles)
INVOICES .t see also CORE
injury/disability (volunteer firefighter)............... 60
involuntary commitment
prosecuting attorney ......cccccecvviiin, 133
SOCIAl SEIVICES .vvvvuveiiieiiiieiieeiee st 164
irrigation Utilities.......cccocvvveecie e, 76
fOreclosure. ... 76
land use hiStory .......ccocceevveerieeniieneec e 76
landowner water quality violation ..................... 76
line location requests ......cccceccuveeeeeeeiccciiiieeeee,
water diversion reports...................
water quality monitoring
water right contracts......ccocevvvevnieeneenniecreeee
WATEE USE cuuveiiieeniieeriieenieeesiee ettt s
J
jetting/vactoring (sewer systems) .......c.ccevveenene 158

juvenile case files
assigned counsel (criminal)

class A felonies/major cases.........cocueeeveenenns 17

class B felonies ......ccceeecvveeeceeee e, 16

class C felonies/DUl.......ecevvvveecevieeeeeeieeieneeenes 16

dismissed/acquittals .........cccooeeereeeeieenreennnne. 16
Juvenile CoUMt ... e 80
prosecuting attorney

criminal
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class A felonies/major cases..................... 128
class B felonies.......ccceeveeeevieeecccieee e, 129
class C felonies/DUl .......ccoeevevevveueeeiinnenn. 129
declined .....oeeeeiieeiie s 128
dismissed/acquittals ..........cccceeeverereeennnn. 130
juvenile court
audio/visual recordings ........cccceevvveeveeeirveenneeene, 78
€ase fileS/INAEXES.....ccveveeeeeiieeeeeeeeee e 80
daily recordings ......cccoeveeciereiiiee e, 78
(o 1o o] (] PR 79
juveniles
custody (investigations).........cccceeeecvieeeecieeeenneen. 78
defendant ........cccceeeeunerenneen. see juvenile case files
detention .....coccvee e, 79
foster care.....coovive e, 79
guardian ad litum.......cccceeeeiiincee e, 79
MArTiage WAIVETS cooceveeerieeeeeiree e sneee e 80
medical histories.......coccevveiriiinieiieerieeeeeen 81
SoCial files oo, 82
K
KENNEIS ...t 11
L
laboratory files(coroner)......ccccccecveeeeciieeecceee e, 25
land use
abatement NOLICES.....vvvvvcieeiciieecee e, 86
administrative appeals/hearings................... 83, 84
boundary changes (local government)......... 93,94
building construction..........cccceeeviiiennnns 84, 85, 86

comprehensive plan .......ccoceevvcieeeeciee e, 87 rght-of-Wway......ccooeoiiicee e, 141
conditional use permits.......cccccccevevveeeeeceeee e, 88 water quality violation..........ccccceeiiviieeciieece. 76
critical (sensitive) area designation.................... 88 lead/copper (water systems) .......cceeeveeecreerveennee. 154
division/development........ccccccvevereenreennne. 91,92 ledger (COrONEr) ......uveeeceiee e 26
forest practice permit files .......cccevvveeviverveennnne 89 legal (advice, litigation, legal affairs) ........... see CORE
Growth Management ACt..........ccccoveeeecvvencuennnen. 87 legal defendants
historic site (designation/tax).......ccc.ccevvvenen. 89, 90 indigent (adult) ......cccoecveeviiiviecieeeee 15, 16, 17
history (irrigation utilities).......cccccccveveveeercnennnne 76 indigent (juvenile).......ccocoeeeeiiiiiiiieeeceeee, 16, 17
maps, drawings, photographs ..........ccccvevveeenn. 95 indigent iNterVIeW.......cccovvveevieecie e 15
mitigated determination of nonsignificance Legend Drug LOg BOOK .....cccuveeeeirieeeiiee e 12
(IMDINS) ettt 96 libraries
referred project files.....ccccvvvvivecieiiienieeiieeeee 96 customers complaints........cceceeeeiiieeeeciee e, 101
right-of-way permits.......ccccecveeeenienennenieeneene. 94 MAtErialS . ..cooveiiierieeieeree e 101, 102
SEPA checklist/statement...........ccceeeveeernenne 96, 97 JICENSES. ..ttt 103
SEPA determination........ccoccveeveeviieeeneenireesnieennne 96 animal Control......cooeveveeniieeeeeee e 12
water availability verification ...........cccceevenennnen. 99 DICYCIE e 108
withdrawn/abandoned permit applications....... 99 bUSINESS ....vveeieiiieeeee e 104, 105
landfills/transfer stations enforcement inspections ..........cccceeeevieeenne 104
daily trip status ....cccocveeiviieriiieeeeee e, 165 regulatory and personal...........cccceeeevveeneen. 105
RISTOIY .ot FENEWAIS ..evviteiiieerieeniee et 105
load trips KENNEIS...co it 11
materials received ........ccccvvvieiieiiii e, 167 NON-DUSINESS..ccouveieiiirieiiii et 108
SITES . ittt 166 occupational/professional/personal ................ 105
specialized materials ......ccocceveiiriiiiniiinienienns 168 personal (violation).......ccccvevcieeiieeciecciee e 108
SUPVEYS cevvvrvruerurererererersrererererererererereseserereeeeereren 166 PELS o, 13, 108
violations/unacceptable........cccceeeveerreenreennen. 168 register of issued ........ccevvveevieevieecie e 109
landing fees (port districts) ......ccccccveevvreenveesvennnen. 122 taxicab/for hire vehicle.........cccoevvviviieeiiiinnens 109
landmarks (hiStoric) .....cccvveeveeiiieeiee e 89 lightning/storm data (electric power).........cceeuu..... 37
special valuation taxes........cccoevveeiicrieeeniieeenneen, 90 lights (Street)...ueeeevieeeeceee e 143
Landmarks Board ........c.cccoeevereeneeneeniinieneeneeens 90 limnology reports (water systems) ........cccceeeeueene 154
landowners line
ABreeMEeNtS.....uviiiiiiiiiii 22 inspection reports (electric power) ........ccccceueee 37
defective side SEWErS .......ccccevveveeverncrieneene. 150 location requests (irrigation utilities) ................. 76
noxious weed penalties........cccceeecveeeecveeesnneen. 114 trouble reports (electric power)......cccceeeeveeennes 38

INDEX TO:
SUBJECTS
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load
curves (electric POWEr) .....cvveceeecieeeceeeiee e 38
dispatcher permits (electric power) ........c......... 38
trip tickets (solid wWaste) .......ccccvevcveevveevivennenn. 167
loans (interlibrary) .......cocceeecieeeeciee e, 101

local government jurisdictional boundary change 93,
94

local improvement districts (public works)........... 138
logs
master address street......cccvvceeeeecieeenceeee s 20
National Criminal Information Center................. 20
radio communications......cccccceeevrvieeiniieeenniieennn 20
longshore workers (port districts) .......ccccccvveeeneee. 122
lost property
library materials.......cccccoeeveeiicieeecee e, 101
transit authorities .......cccvvvveenieeniecreeeeeen 177
low-income public housing........ccceceeeviveneennen. 63, 66
M
Mail/deliVery......cccveveeceececeeceeeeeee e, see CORE
MAINTENANCE ...eevieiiieeeiiee e see CORE
DrIdZES oo 135
diking/drainage facilities ............cccoeeeveeveeennnne. 169
grinder pumps (sewer systems)..........ccceeeeenne 151
hydrants......ccoeeeciiie e 152
hydroelectric equipment/facilities ..................... 38
FOAS c.vveeiieeite ettt sttt sia e 143
routes (transit authorities) ......cccccccveeeiveeenneen. 180
sewage treatment plants.........cccceecveennns 156, 159
valves (sewer/water systems) ........ccccceevvvennene. 159
manholes (sewer/water systems)..........ccccoevenes 155
maps

CEMELErIES/BravesS ... .covveeveeriereeereeereeereereeeeereens 19
geographic (sewer/water systems) .................. 155
housing authority Sites .......ccccvvevrveeniieeniennnen, 69
infestation location (noxious weeds)........ 114, 115
1aNd USE ettt 95
landfills/transfer stations .........cccceeuvveeennne 165, 166
parks/recreation ........ccccceeeceeeieeeceee e 117
reference (public WOrks).......c.ccceeevvvivcciveeennnnnn. 139
survey (public WOrks)........ccceeceveeeviieeeeciee e, 144
traffic (public WOrks).......ccceevvvevieeviecciecieeeen, 145
maps/drawings (public Works).........ccccceeeeevreennnnne 139
marketing (transit authorities)........c..cccoeevvevveennen. 178
marriage waivers (Juveniles) .........ccoceevvecienieneennen. 80
master address street 10gs.........ccoeeeeevieeecciiee e, 20
maximum income (housing authorities)................. 72
medical
EXAMINETS ..eeeeieiiieeeeiree e e sree e e e s e e e sneeeas 25
histories (children/juveniles) ........ccccccevverveennnnne. 81
incident reports (fire/emergency medical) ........ 61
meters
electric POWEN .....covvveieieriieeeeiec e 31,39
history data (electric power) .......ccccceeevveviveennennn 39
MASS fIOW ..eerveiiiieiieecieerie e 111
PATKING ...t e 53
TAXICAD evveeeiee i 110,111
ULITIEIES vevvereeie e 188, 191
vehicle-tank ... 111
water SyStemsS........cevvviiiiiiiiii 156
MINOTS 1ttt see juveniles
MINUEES .ottt see CORE
misdemeanors (prosecuting attorney)
AAUIES e 125,127,131
juveniles 130, 131
missed trips logs (transit authorities) ................... 178

mitigated determination of nonsignificance (MDNS)

INDEX TO:
SUBJECTS

............................................................................ 96
monitoring (surface water/drainage/flood control)
.......................................................................... 171
MOoNitoring equiPMeNt......ccccvveeeereveiiiieeee e, 8
monthly report of tax/fee collection .................... 107
Mmorgue register (COroNEr) .....cocvveevveercveerveeseeennnen, 26
N
National Criminal Information Center .................... 20
non-grant programs (housing authorities) ............. 69
notices
animal disposal ........cccceeeeeieiiiiieece e, 11
animal placement .......ccccecveviicieeeeciee e, 13
closure (bUSINESS) ...ccuvveeeevveeeeeeeceeeeeeeee e, 105
drinking water violation...........ccoceeeveiniinniennns 162
notifications
defective SEWErS....ccvvcceeiieeeeeciecee e 150
noxious weed control ........ccccevevevereercieesineennne. 115
noxious weed control
actions/appeals ......cvecceeecreecieeiie e 113
control notification ........ccoceevveenieinceennicceene 115
field inspections........cccoeveeevierieiinienec e 114
INFractionsS.......eeeeeeecciiieeeee s 113,114
landowner payments.......cccccoeecivveeeeeeececnnenennn. 114
public complaint .......cccoevieiiiiiiieine e, 114
SEArch Warrants .....oocveeveeerieecee e 115
O
occupational business licenses .........ccccccvvvveeeeennn. 105
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transit authorities

E 1T oY1 TV 1o o IS
building construction.........cccoceeveiiiiiineenne.
withdrawn/abandoned .......cccoeevvvvvveviievcnnnnne.

conditional use

operations
logs/reports
electric POWEN ..., 40
hydro-electric pOWer.......ccccevvvcieeiniieeeiiienn. 36
traffic signal.......ccoveeeeiiiciee e, 145
transit authorities......c.cccovveeveierieniiee e, 178
maintenance (sewage treatment plants) . 156, 159
operators log (sewage treatment plant)............... 156
outage logs (electric power) .....ccccevvvevveevveecneeenne, 40
outdoor BUMNING....ccueiiiiiiiieit e 8
outside waste generators ........ccceeevveeviieeeeniieeennns 167
P
paratransit services/manifests.........c.ccocveeveruennnnn. 179
PArKiNg METEIS...ccccuiieeeeiiee e e 53
Parks/recreation .......c.cceeceeveevieeceesee e 116
construction/planning ........cccccevveveecieneesenenne. 116
design standards.........cccocveeeeciie e, 116
facilities use permits.........ccoceeeeeieieciiieeecieeeens 116
gifts/donations ........cceeecveeecieeriiee e 116
hOrtiCUIUIE . ..ceiieeieee e, 116
PArK MAPS «eveeeeeiieeeciieeeeeeee e see e e e sneeeas 117
Programs/Projects.......coceverererierereereereeneeneens 118
SChedUIES ....vveeiieeeee e 117
SCholarships ......ueeeeeeieciiieecee e, 119
SPOItS |EAGUES....evveeeeeeiiieeiee e, 119
passengers (port districts) .....ccceevveevcieeeeineeeennen. 122
passport application transmittals .........cccveeeeneee. 108
patrols (@animal control) .......cccceeevieeeeciee e, 12
[T 1V o ] | SR see CORE
people with a disability (transit customers) ......... 175
performance evaluations/reports......... see also CORE

drinking water system
electrical work (hard cards)
facilities (parks/recreation)
forest practice
groundwater
industrial waste
land use (irrigation utilities)
load dispatcher (electric)

Nat’l Pollutant Discharge Elimination System .. 172
non-business/occupational

pesticide (housing authorities)
public gathering/facilities
register of issued
right of way use
right-of-way
sewage treatment plants
shoreline development

SUBJECTS

SOl WSt ...eeveiiieiieee e, 168
specialized materials ......c.ccceeveeviiinieniieneene 168
SPOItS |€AGUES.....coeceeeeeeteeeeeee e 119
state and federal (sewage treatment).............. 152
station load (electric power) .....ccccecvveeeecveeeenneen. 44
SUMface Water....occcvvieeiieenieenieesieeee e 158
surface water/drainage/flood control (NPDES) 172
TEMPOrary ..ot 98
utility (in public right-of-way)......cccoccevevereennnne. 99
water rights ... 76
zoning and land use exemptions/waivers ........ 100
personal
busiNess liCENSES......vvvieiriierieeiee e 105
license Violation .......ccoceevevivieniec e, 108
property disposition (housing authorities)......... 65
PErSONNEl ..cccoviieeeiiie e see also CORE
assignment (fire/emergency medical)................ 61
PELS coiiiiii 13
petty cash......ccoceeeciieieeciee e see also CORE
11 o] = Y 1T SRR 102
Pharmacy Board.......ccccueeevuieeeciiie e 10
photographs (aerial) .....cccceevveevcieee e, 134
photographs/drawings (land use)........cccccveuveneeee. 95
pipes (sewer/water systems) ........ccecveereecreevennnns 156
pits/quarries (public WOrks).........cceevevererernreenne. 139
placement NOLICE .....oovvvvireiriiiiieeec e, 13
planning
surface water/drainage/flood control.............. 172
transit aUthOrities .....cccvcevrveercieerece e 181
plans/drawings........cccceevveeveeenrveenneennne see also CORE
abandoned/defective/voided.........cccccevrernnnns 134
and photographs (land US€).......ccccueeveeeivreecieennns 95
Parks/recreation ........cccveeeeeeeereesreenreeireeeenneens 118
plat reviews (public WOrks) ...........ccoccoveeevveninnnnne 139
INDEX TO:
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pole list (electric POWEr) .......ccevveveereeneenieeienieeenn 41
police reports (housing authorities) ........c.ccccueeue... 69
pollution control ........ccceeeieeiiiiiiieeeeeeee s 157
reports/studies (electric power).......cccccueeueennenne. 42
sewer/water SyStemS .......cceeeveeevreeeireeiireeeneenns 157
surface water/drainage/flood control.............. 172
Polychlorinated Biphenyls (PCBs) ..........c......... 46, 47
population reports (housing authorities)................ 69
port districts
airports/airlines/aircraft........cccoeeveiveeveeennne. 120
cargo handling/storage.........ccocvvveveeceeveereeneenne. 120
civil aeronautics board........cceccveeivieeenniiieennen. 120
€old StOrage .....coocveeeeeeiiiieee e, 121
CUSTOMEIS ottt 121
Federal Aviation Administration (FAA)............. 121
foreign trade zoNe .....ccvevevvieeeeciee e 121
international cuStomMS.........coveeriiieriieenieeeene 121
[AaNdiNg fEES ..evveeieiei e 122
longshore wWorkers..........ooceevveenieniieenieeneennne 122
PASSENEEIS ..vviiiiiiiiiiiiiiee et 122
TANES e 122
transient aircraft.....c.ccccoveeeieeviinnieenceeniee, 122
VESSEIS ..t 122,123
power demand charts (electric power) .................. 43
power load forecasts (electricity) .......cceeevveerrveennenn. 34
preliminary loan notes (housing authorities) ......... 69
pre-prosecution diversion..........ccecceeeveeniiieniennnen. 133
preventative health measures (animals) ................ 13
professional business licenses ........cccccceeeevveeenneen. 105
programs not approved (housing authorities)........ 69
project files
€MErZENCY SEIVICES .ovuvrrrieereeereirrrreeeeeeseereneeeeas 52
road MaintenNance .......cccceeeveeriieeniieeneee e, 143
SOCIAl SEIVICES ..evuveerrieeiee ittt 164

water SYStemMS....ccvvviviiiiiic 157 public
promissory notes (assigned counsel).......ccccocueenen. 17 defender .....cccoocvvevecveninnennn. see assigned counsel
promotions (transit authorities) .........cccecceervueennne. 178 diSClOSUrE...vveiiiiieeieiee e see CORE
property NOUSING .. 71
appraisals (transit authorities) ........ccccccveenenns 179 [Oraries . ..cueceeeeee et 101
history (housing authorities) ........c.cccceevvevveennenn. 69 relations........ccveeecveeeeciieeeceee e, see also CORE
lost/found transit aUEhOrItIeS....ocuveeeeeeeeeeeee e 178
housing authority tenants (disposition)......... 65 transport roUes ......ooecceeevevieeeeeiee e 180
lIDraries ...ovceereeerece e e 101 transportation ......cccoeeceee e 180
transit authorities......c..ccccevverceneencenceeee 177 public works
management ........ccocceeiieiniiiini see CORE COMPIAINTS o 136
prosecuting attorney construction pProjects.....cccvveeeeeeeeeeieieieieieeenennns 136
annual report to State Liquor Control Board.... 124 crew chief/foreman........cccoeeeeeviveeceeeceeeeeeens 136
civil litigation files .....ccccevvevevevei e, 124 daily maintenance activity/crew sheets........... 136
civil topical/working files.......c.ccecveeververenennnnnn. 124 drawings/mMaps ......cceevereereeresciesee e e esee e 139
criminal case files......ccovvvevieeiee i 130 emergency response l0gs ......cccccevcveeeecverennnnen. 137
adults franchises......occevveiirienie e 137
class C felonies/DUl .......cccovevveveevreenennen. 126 geological data.........cccceeveviieeicie e 138
declined ...oooevevieiiiie 125 land subdiviSions ........cccccceevriiieeiniieeenee e, 139
felonies ....ccccveveeeeeevcieeeeieees 125, 126, 127 land survey field bOOKS .........ccccevreieeiniiienieen, 138
MiSAEMEANOTS .....eveeeeereeeeiieeeieeeecieeeans 127 local improvement districts..........ccceeeevveeenneen. 138
juveniles PItS/QUANTIES weeevveeree ettt 139
class A felonies/major cases................... 128 PlAt FEVIEWS ..veviiiiiiiiecec e 139
class B felonies......ccccovcveeeriieeinccieeeiiien, 129 relocation programs (transportation) .............. 140
class C felonies/DUl ......ccccceevveveevreenennen. 129 PURPA (Public Utility Regulatory Policies Act) ...... 187
declined ....ooveeveeiiiieec e 128
dismissed/acquittals .......c..ccceeeveenreennnn. 130
MISAEMEANONS ..eovvvieeieeieeeiee e sree s 130 Q
district court case fileS......covvuurvrerererernnennns 130, 131
eXtraditioNnS......cecveeiieecie e 132 quarries (public WOrkS) .........oovuriiiciniiicis 139
family [aw files ....ccvveveeniiieieeee, 132
involuntary commitment..........cccccceeeevennnnen.n. 133
pre-prosecution diversion .......cccoccceeervverennnnn. 133
victim/witness case files........cccoovviivveeiiiinnennns 133
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radio logs

COMMUNICALIONS .eoeeeiiiiiieee e
fire/emergency medical .................
transit auUthorities .......ccvvveeviinienc e
radiological facilities inspection.........ccccceeevvevenneen.
rainfall (surface water drainage)
rates (utilities accounting) .......ccceeeevvveeccieesveennen.
real property records (housing authorities)............ 63
FECEIPTS cvvreieeiiee et see also CORE
landowner (noxious weeds) ......cccccceeeeevveeennnen. 114
TAXE SCIIPS v 181
receiving/processing (solid waste)................ 167, 168
recording instrument charts (electric power)......... 43
records management see CORE
FECIEATION....uuiiiei i ittt 116
class attendence......ccccevvieeevcciiec e 118
PrOBIaMS. e eeieeeeee ettt e e e e e e e reeeeea s 118
scholarships .....ccueeeccieeeccie e, 119
SPOItS |€AGUES......eveeeieeeeiee e 119
redevelopment (housing authorities)................ 68,71
referred project files (land US€) ...cceevvveecreeireeennne 96
register of licenses/permits .........ccccoeeeveevveereennnnnn. 109
registration (Pharmacy) .....cccccocevveeneeneniienieneeen. 10
regulatory compliance
sewage treatment plants.................. 150, 152, 153
SOCIAl SEIVICES .vvvvveiivieriierieesie st eseeesee e 164
water systems
chemical analysis.......cccccovveeecieeeiiieenn. 148, 149
cross-connection control ........c.cceeceeeriennen. 149
facilities iNVeNntory.....cccccoeveevieencenieceneene 161
|€ad/COPPEI..ccieiieiieteeieeieeeee e 154

SANITArY SUMVEYS..ciiiiiiiiiiiiiieieieeeierereeeeeeeaenenens 158
water quality monitoring ..................... 161, 162
rehabilitation grants/loans (housing) ............... 69, 71
release certificate ...coocvvvverveiiiiiniee e 13
relocation programs
housing authorities..........ccceccevevevieeennen.
transportation (federally funded)
remittance files (volunteer firefighter)................... 61
rent roll control (housing authorities) .................... 71
reports
accident/incident (volunteer firefighter)............ 55
air quality
asbestos contractors........cceveevceeivieeniieeniieenane 7
Site MONItOMING ..evvviirieiiiie e, 8
WEALNET i 9
animal control
DItES.cveerriereereereeee
investigations
STATISTICS evvveeeieee e
QUAILS cvveeeiee et 107
o] e =TS 134
building inspections
fire/emergency......cocveveeencenieeee e 56
AN USE ..oiiiiiieiiieeeeiee e 86
circulation (library materials) .......ccccceeevereneen. 101
completed auditS.......cceeecviiieciiiiciee e, 107

coroner/medical examiners
death/indigent burial

investigation files .......cccccecveeeecienenee,
discharge monitoring (sewage) ........ccccccveevenne 150
electric power

apparatus failure ........cccoooeeeeieiiiieee, 28

boiler tube failure .......cccccevceviveencie e 28

facility inspection/maintenance..................... 32
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gauge reading
hydroelectric maintenance
hydro-electric operations............
line INSPeCtioN ......c.ceeecveeeciee e
line trouble......ceeevieniie e
Meter SNOP ..ccuveeeiieeeeee e
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pollution reports/studies ..........cccoeevververnnenne.
regulatory agencies/commissions.................. 30
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transformer inspections..............
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emergency services
radiological facilities..........cccceeecvieeecieeecnienn. 52
fee/tax collection......ccceevvveeeevceie i 107
fire/emergency medical
fire hydrant/water main inspections ............. 57
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guardian ad litum .....cccceevveeniiniieeeee, 79
medical/psychological........cccceevevveriennnne. 78, 82
Pre-SeNtENCE ....couueeeeieeee et 82
probation officers........ccoovevvieiieeniieiieesiees 82
noxious weeds
iNfractions .......cooceeeeiiiccee e, 114
Search Warrants.......cccecveeeeeieeescneeeesieeeeens 115
parks/recreation
class attendence.......cccocvveeeecieeevcieeeeseeeee 118
port districts
dOCKAGE ..ot 122
international customs .........ccccceeeeciiieenenn. 121
landing fees .......coveveeeciiiieee e, 122
longshore workers..........ccoceveeeiieeeeccivee e, 122
L] T F= (IOt 120
public works
geological data .......ccceevevieeeeiciee e, 138
production (crew chief/foreman) ................ 136
property acquisition.......ccocceevriieeeniinieinnee. 140
traffic accident ......coccceeevviieiiniiiiieeie, 144
traffic count....cccoei i, 145
traffic signals .....coeeeeceeeeeciieeee e, 145

transportation (relocation)
PURPA (Public Utility Regulatory Policies Act).. 187
sewage treatment plants

flow reports (SEWage) .....ccceevrveeveeeciveeneeenns 151
sewer/water systems

emergency incidents......cccccoeeciieeeeeeiecinens 160

inspection/monitoring ........ccceeeveeeeveeecveennnen. 153

pollution control........cccceeeeveeeiiieeecciec e, 157

sewage treatment plants .......c.cccoeeveeeeneennn. 161

water qUality ...ccoeeecieee e 161

water tests

State Liquor Control Board (annual)................. 124
supervisor shift (communications) ..................... 21
surface water drainage
flood control/damage ......cccccceevveeiieecneennee. 171
planning reports.....cccccceeeeceeeevcieeeeeciee e, 172
transit authorities
acCeSSIDIlItY c.vevvveeriieie, 175
FTA (Federal Transit Administration)........... 177
on-time performance........ccccoeeecveeeecieeeenne 178
0PErationsS...cccceeveeeiiiii, 178
operator pre/post-shift inspection .............. 179
(7o 1T o 11 180
underground utilities location .........cccccvevnneeee. 146
water (irrigation utilities).......ccccceeveeeceriieenienns 77
water systems
chemical analysis......cccccceeeeeciiieeeeeieeieen, 148
cross-connection control ........ccceeveeevueenne. 149
flUOKTIdE .. 151
inspection/monitoring ........ccccceeeeeiveevveeennenn. 153
lIMNOIOZY..ccceiee i 154
weighing/measuring device inspections .......... 111
requests for payment (housing authorities)........... 63
reservoir water quality......cccccovveevieeneeinienneennne,
ribbon winners (fairs).......ccccceeveeeceesciiesiee e
RID (road improvement district)
ridematching participants (transit authorities)..... 180
right-of-way
land acquisitions ........cccccveeevcieeeecee e, 141
USE PEIMITS .uvveeieeiiciiieeeeeesecrrreeeeeeserereeeeeeesnens 94
VACATION weeiiiiiiieiere e 141
river management (flood control) ................ 172,173
roads
ACCIENES it 144
ClOSUIES..c..uviiiiieite ettt 142
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scale house monitoring (solid waste) ................... 167
schedules
housing authorities.......cccccvveeniienienniienienee, 72
Parks/recreation .........cceeeverenenenesceeeieneens 117
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utilities accounting ........cccceeeeveeeecciieececiee e, 187
scholarships (recreation programs) ...........cc........ 119
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search warrants (noxious weeds) .........ccccveeneenns 115
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security deposit/unearned rent (housing authorities)
............................................................................ 72
SEPA (State Environmental Policy Act)
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applications/orders (utilities)
area annexations (transit) .......ccccceeveeriieenineens
billing (ULIlItIeS) cvveevreeeiieceecee e
planning (transit)
requests (public works) .................
sewage treatment plants.........ccc.c......
CAPACHTY ceeririiiiiiiieiiieieeeeeeeeeeererereeererererererereeerenens
CUSEOMELS weiiutieeieentee ettt e te et e e
history files (sewage treatment plants)............ 152
industrial Waste ......cccceeveeerinieeecee e, 153
laboratory evaluations.........cccceevieeeiniien e, 153
MONItONING .cccviiiiiiiiii, 150, 153
operations/maintenance.......cccoeveeeveeecveeeeneenns 156
0PEerators Iog ..cccvveeevieeeeiee e e
SEWAEE SYSTEMS c.vvvieieeiie et sre e e see e
vibration analysis........cccceevvieeerciee e
water consumption
sewer systems

ChlOriNE . oo
comprehensive plans
defective side SEWErS .....ccovveerivevieiieeiiiieniiees

jetting/vactoring
line cleaning..............
MaNhOIES ..cccveeviieiieiieeee e

sewer/water systems

MANNOIES ..ooeveiiiieiect e 155

1] =SSN 156

wildlife habitat.......ccccovviiviiiniiiiecee, .162
shelf lists (library materials).......ccccccvvenennn. ... 102
Shelters (BUS) ...c.eeeveeeeeceee e 176
shoreline management

bOUNAriES....ciiiiieiieciecee e 95

master plan/amendments.........ccccccveeeerenreeennen.. 97

substantial development permit........................ 98
sites

construction plans .......cccccceeeevieeeeeciee e, 85

QY1) o] o [ 89, 90

monitoring (air quality).......ccoccevvverieinnienienieen. 8

social files (children/juveniles)....
social services

case files .ooovvvverveirieenienn, 163

client screening/referral 163

facilities inspections/certifications................... 164

involuntary commitment.........cccccoveeecneeennneen. 164

Project fileS .....ccveeeeieeeeee e, 164

regulatory compliance.........cccceeeveveeeceee e, 164

statistical reports.......ccccevveeeieiniieenieenieeseeene 164
Social Services, Department of

statistical reports......ccccoveeeeeiiecciieeeee e, 164
solid waste

comprehensive plan .......cccccoeevveiiiieeeeciee e, 165

construction site inspections...........c........

daily trip status ....cceeecvee i

disposal violations ..................

landfill/transfer stations

load trip tickets......cccoeveeriienieeiieeeceeee

outside waste generators........cceceeeveeriieeenneenne 167

receiving/processing.......coevvveeeveeeeeeereeenveeennes 167
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scale house monitoring ......ccccceeeevveeeeccieee e,

specialized materials .......cccceevieriiiieecceee e,

unacceptable ...
special valuation tax (historic site).......
specialized materials (solid waste) ......
spillway operation data (FERC) ............
SPOItS |EAGUES ....veeeeeieee ettt et
staff records.....oocoeeveenieenciinieeeeeee
State Board of Pharmacy .......ccccceeeveeevcieeeeciee e,
State Environmental Policy Act (SEPA)
State Liquor Control Board (annual report).......... 124
station load permits (electric power) ........ccc.uee...... 44
statistical reports .......cccovveeeeiiecciiee e, 14
statistics

library circulations ........ccccccecveeeeciiieeeeciee e,

transit service planning ...................
statutory road establishment ..............
stream flow (surface water drainage)
streets

ACCIENTS .uevieee e 144
lights
€leCtriC POWEN ....oceevieeeeieee et 44
911 o] PSR 143
opening inspections/repairs (electric power)..... 44
EraffiC o 145
vacations (right-of-way) ......ccceeoviiviieniiiieenns 141
substation inspections (electric power).................. 32
suggestions (customers)
library Services.......coocvvveeeeeieecciieeee e,
transit authorities
supervisor shift reports (communications)............. 21
support services (aging/youth/family).................. 163
surface water drainage
capitol improvements........cccocceveevevieeeesiereennen. 173
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flood control/damage......c..ccceeueeveervenens 170,171
national pollutant discharge elimination system
(NPDES) et ee e seeeeenn 172
PEIMITS. .ttt ee e 158
planning reports/studies/models..................... 172
policies (watersheds)........cccccoveeeeevieeeciiee e, 174
(o LU F: 1 YR 169
river management .o..uveeeeveeevcineveeeeeennnnns 172,173
water quality projects.......cccccevecveeecceeeenciieeens 174
watershed management ......cccccoeeeevieeneenneen. 174
surplus property (housing authorities) ................... 72
surveys
housing authorities (tenant).........cccccceeveeeennenn. 74
land
aerial photographs.........cccoecviiiiiieeeeciieeens 134
field bOOKS......evvieerieiiieiecc e 138
NIAPS i 144
landfills/transfer stations ........cccceevveeevveveeerennen. 165
surface water drainage (flood damage) ........... 171
transit (public OpiNIONS).....ccccevevvieriieieenieeeene 181
water systems
1€ad/COPPET..ccctieeeeeeteeeeeete et 154
SANITANY .o, 158
T
tape records/recordings .........cccceeveenee. see also CORE
back-up (dispatch) .....cccccvveeviieeieer e, 20
fire alarm circuits(fire/emergency medical)....... 62
JUVENIlE COUNM ...t 78
requests (communications) .......c.ccceeeeeveerveennenn 21
tariffs (port districts).....cccovvvvevveeecireiiecee e 122
TAXES veeeree et see also CORE

fee/tax collection.........ceceeeeecreceeceesieecie e 107 ADA (Americans with Disabilities Act) .............. 175
historic site special valuation........cc.cccccevveeenneenn. 90 bus assignments ..........cccoeeeeiieeecciee e,
refunds (business) .......ccoovvveeecieececieeeeee e, 106 bus cleaning.......cccccovveeceeicciiececee e,
tax-exempt obligation (housing authorities) .......... 72 bus route schedules
taxicabs bus shelters.....cccveiivieniiieneee,
industry enforcement...........cccceeeeiieieciieecnen. 110 customer comments
INSPECLIONS...coiiiiiiiiiiiii e, 110 diSPatCh coeeeeiiiee
JICENSING e 109 employee schedules
SCIIP rECRIPTS.cvvrrrreee it 181 FAr@S o
technical data (electric pOWer) .......cccccveeveevveeennenne 45 FTA (Federal Transit Administration)........ 177,178
TEIELYPES o 21 FUNAING..eiiieeee s 177
temperature logs (electric power).......ccccceevcvveennnn. 45 lost/found Property......ccccevveeeceeeceeecreeccveenne. 177
tenants (housing authorities) marketing/promotion.........cccceeeveevieecreecveennen. 178
APPlICAtION et 73 on-time performance ........ccceceeeevceeeeecvee e, 178
ArbItratioN......cveeviierieee e 65 (o] 011 &L o o I-F PP 178
FIlES e 73,75 operator assignment/shake-up........ccccevuenenee. 178
BIIEVANCES ..ceiiiiiiieie e eeiiete e e e seieree e e e s s e aeeeeeas 74 operatorincidents ........ccccceeeeeecciiieeee e, 178
leased hOUSING .....ccuvvveveeeeeeie e 74 operator shift inspection ............cccoeeeevierenneen. 179
personal property (disposition) ........cccceecveeennen. 65 PAratranSit .......eeeeeeveciiieeee e 179
Section 8 fileS...cccveiivciieiiieeeee e, 74 property appraisal ......ccccoeeeviieeeeciiee e, 179
Status records .....ueveveeeeiniieecrieec e, 65 radio dispatCh .....cccccveiieceee e, 179
surveys and census tabulations........ccccccceeeneeen. 74 [ o [ Lo T Lo {3 179
WaIting liStS ...oveeeiiiieeeiee e, 74,75 ridematching participants........ccccoevevieevierennen. 180
ticket sales (fairs) .oovvvevceerieirieeneeee e 54 [0 115 o 11 TS
timetables (transit) services.......cccceevvvvveeecvveeennenn. 175 road Calls......ocoovieeeecieieeee e,
traffic FOULES..eeiiiieeeiiieeeeriteeeeireessieeeesbeeeesareeesneeeas
FTolol o [=T o A =T o To ] o & J 144 transitory building permit
COUNT..etiieiiiee ettt et s saeeas 145 transmittal of fees (volunteer firefighter)............... 62
SIBNAIS/SIBNS .evieeeeieieiee e 145 transportation
transfer stations.....cccccvvveevcieiiieencee e 165, 166 improvement programs.....ccccoeeevvveeeeessrnsnnnenen 146
transformers (electric power).......cccevvvevveennen. 46, 47 o] o= ot {3 S 135
transient aircraft (port districts) .....ccccceevevveriennnen. 122 projects (relocation program) ........cccceeveeeueennee. 140
transit authorities relocation program.......ccccceeeceeeveeeseeniieeenneenane 140
aCCeSSIDIlItY .vveeeiieeeeier e 175 Transportation Improvement Programs (TIP)....... 135
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(o] 0oT={0=1 o) IS 140 utilities accounting vehicle for hire (licensing).......ccceeevvevveeerveenveennnen, 109
triennial audit reviews (transit) ........ccccecveevvernnennn 182 =100 18] ) £ 183 vehicle service (fire/emergency medical).............. 62
turbines (electric POWEr) .....cocveevieeiieesieesieesieeas 48 advertisements.......ccceeeevcieeeeciee e 185 vessels (port districts) .....coccveveveeeceriieencienns 122,123
DIllING weveeeeeeeee s 183, 189 veterans (SUPPOIt SEIVICES).....cvvvrveervreercreeriveeneneen 163
DIIING et 183 veterinarian Service .......coccvvvviieiiiiniciniieceeces 14
U COlRCEIONS vttt eeeeeeees 183 victim/witness case files
Credit files .o 184 prosecuting attorney ......cccccevceeeeecieeeecieee e, 133
U.S. Department of the Interior customer deposit liSting ..........oveveeeeeeeeennnn. 191 video/audio/photo recordings
landowner agreements ..o 22 delinguent accounts ........ccccvevvecereceeseereeeeeenns 184 911 CoONVErsationS......cceevveeeieeeereenreereereeaeereens 20
U.S. Department of Transportation AEPOSIES e st 184 aerial survey photographs.........c.coceevevevevevennes 134
relocation programs .........cceeenicininiicinicin, 140 disCONNECLiONS....eeiieiieeciee e 184 death investigation ........cecceeiviieeiniiieeeriec e, 27
U.S. Fish and Wildlife Service electric plant ledgers ......cccoveeveceieeeceecreenene, 186 entry/exit (housing authorities) .......ccccevveeueene 65
landowner agreements ... 23 electric utility journals vouchers and indexes .. 188 JUVENIIE COUIT ..ttt
U.S. Housing and Urban Development (HUD) Federal and State Commissions...........cceeveniee. 187 land use appeal hearings
50058-50059.....ccmiiiiiiii e 65 ledgers, journals and indexes...........ccccuveeeneee. 186 radio dispatch (transit authorities)................... 179
51245-52603. .. 66 low-income/senior discount..................... 183, 188 scale house monitoring (solid waste)................ 167
52681-52682.....cuiiiiiiii 67 meter reading Cards..........oevveveveereeeeereenenne 188 violation notices (water quality) ..........coceevevenne. 162
S2721-52723 i 68 meter readings/USage.......cccvvvvererereeeresennens 191 violation of business code.........cccceeeererveniieneenne. 108
52981-53001. .ot 67 PURPA (Public Utility Regulatory Policies Act).. 187 violation of personal licenses..........ccccccevuvennennnen. 108
COMPIAINES .o 67 PURPA repOorts ....cccveecieereeecieesreesveesveeseve e 187 voltage charts (electric pOWer) ......ccocveveveerveeneennns 49
SUBDSIAIES c.vveeeiiieieeciee et 68 rate and billing system development............... 189 volunteer firefighter
unacceptable waste statements...........c.cccceenee. 168 rate and collection system revision notices ..... 189 accident/incident........cocevvvevieiiii e, 55
uncollectable accounts (utilities) ............cocoeeeuene. 190 FEVISION NOTICES .veverereeeeeeererereeeeeeereeeeseseeeesenens 189 injury/disability claims........c.cocovvvrerverererennnn. 59, 60
underground lines (electric power) ..........c.ccoeuuueee 48 service applications/orders ........ccccceevveverennnne 190 FEMITEANCE cveeveeie ettt 61
underground Utilities ..........cccvenniiniinicnns 146 service rate calculations ...........ccecevevvueveeennnes 189 transmittal of fees .........cceeveveveeereeeeeeereseenes 62
urban growth boundaries ........cccecveeiviieiinicienenen, 95 uncollectable acCoOUnt liSt oo 190
utilities utilization reports (housing authorities).................. 75
irrigation ..o, 76 w
location requests (irrigation utilities) ................. 76
permit (public right-of-way) .....ccccovvvvrvivinnennnen. 99 V waste (solid)
plant construction contracts........c.cccoceevveninnnnne 49 comprehensive plan ......ccccceeveevieeniieenieenieene 165
review (housing authorities).........ccccceeevveeceeennen. 75 valves (sewer/water systems) ........cccceeevrevrveennenn. 159 construction site inspections...........cccceevveeunenne. 165
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generators (outside jurisdiction) ..........cccueu..... 167
generators/haulers.........cocevveceveeveneeieeeenennn 168
waste accumulation (electric power)........ccccuuee... 42
water
diversion reports (irrigation utilities).................. 77
logs (electric POWEN) .....ccuveeecieeeeeiee e 49
pollution
electric facilities ......coocveevieeveiiiieeeeeee 42
quality
monitoring (irrigation utilities).........cc.cceeuennee. 77
regulations .......ccoveerieeeneeniec e 149
violation (irrigation utilities)..........cccccceeveenns 76
quality regulations.........cccceeeeeeiiiiiiiee e, 149
use (irrigation utilities) ......cccccoeeeevvieeicciee e, 77
water consumption reports (sewage treatment
PIANTS) o 161
water drainage complaints (surface) .................... 169
water facilities inventory .......ccccceeceveeciee e, 161
water hydrants......ccoceeeveeniiinieniieeeceeee 152
Water METErS.. ...t 156
water pollution
sewer/water facilities .......ccccoevveeivvveeeceiere e, 157
surface water drainage.......cccoceeeevcveeeeiieeeennnns 172
water qUality .....ccceevceeeecee e, 161, 162
BackflOW ..coooveeieeeeeeeeeeeeeeeee e 147, 148
FlUOKIAE et 151
inspection/monitoring.......c.ccoceeveveeeeerienieniennens 153
1€ad/COPPET eveevreeeteeeteeeetee et e 154
limnology reports ......ccccceeeeecivieeeeeeececiieeee e, 154

projects (surface water drainage) ........ccocueeneee. 174 regulatory compliance...... 148, 149, 154, 158, 161,
regulations........ccoeceeeevcvieeecciee e, 148, 161, 162 162
FESEIVOIIS c.uuvvviieeeeeereiirreeeeeeserrreeeeeesssnrneeesesenes 154 SANITArY SUIVEYS ..vvvviviviviiirieiererererereeeeeeeeeeeeeeenens 158
SANILANY SUMVEYS ..vvveeieeieeiiiieeee e sriereee e e e saerenees 158 surface water/groundwater ........ccccceeeeveeenens 158
violation NOtICES .....ovvvcveeiiieeecr e 162 tests (water quality)....ccccecveeeeciiiiicieeeceee s 162
water samples (surface water drainage) .............. 171 valve maintenance/history......cccceceeveevveennnn. 159
WAtEr SYSEEMS cveviieiiiee et sire e siae e 153 water/river flow (electric power) ......ccccecvvevvveennnne 50
backflow incidents.......cccccevvveenceeniennieenieenen, 147 watershed management (surface water) ............. 174
backflow preventers........c.ccccoueeeecvreenneen. 147, 148 weather Monitoring........cccevveeieeeecven e, 9
chemical analysis ......ccoceercreerieeniieeniennnn, 148, 149 Weeds (NOXIOUS) ....evivieeieeriiesieerte et e e 113
ChIOMINE oot 153 weighing/measuring devices ..........ccccuveunenn. 111, 112
comprehensive plans........cccoecveeeicceeeeceee e, 159 weights/measures field test standards................. 106
cross-connection control.........cccoccveeeeciee e, 149 WFI (water facilities inventory).........ccccceueeevvveennn. 161
emergency iNCidents.......cccvveceeeiiieeeeniee e, 160 wildlife habitat (sewer/water systems) ................ 162
facilities inventory (WF1).....cccoevvveveeeceeecieeenenn, 161 work
facility retirements .....cc.cccevcveerveevieencieenns 150, 151 in progress ledgers/reports (electric power)...... 50
flow records.......coceeeeneenenieneeeeee e 151 orders (electric power system construction)...... 51
fIUOKIE .o 151 permits/hard cards (electric power)................... 30
gToTo] U o F PR 160 schedules (transit employees)......cccceeeecvveeenns 176
hydrants.....ccccceeeeccei e 152
1€2d/COPPET ..ottt 154
liMNology reports .....cceevveeevcieeeeiee e, 154 Z
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